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I. INTRODUCTION 

Purpose oP Handbook 

yj^e Faculty^ Staff Hat(dbook Is designed to provide basic Infornnatlon on policies, ru^S, 
regulations and procedures thafare of Importance to personnel employed by Radford Cdllege. ^ 

This publication Is a comprehensive document that will answer many questions and 
provide Information on many aspects of the college which are not available In written form 
elsewhere. 

The critical evaluation of this document and suggestions for Improvennent ^re Welcome and 
should be sent through the Office 9f Information and Publications. 

History \ ^ . " 

^..Established by t|ie General Assembly as the State Normal and Industrial Schod^l for Women 
at Riadford In 1910, Radford College opened September 17, 1913, and has been In continuous 
session since that date. A four-year college curriculum leading to the Bachelor of Science degree 
was auyhorlzed In 1916. In 1924, the nam-e of tJ>e Institution was changed to Radford «tate Teachers 
College. Until 1935 the college was a teacher training school only; In this year authorization was 
granted by the state to confer also the Bachelor of Arts degree. By an act of the G'eneral Assembly 
In 1Q44, the name of the college was changed to Radford College and It was consolidated with th 
Virginia Polytechnic Institute (as Its woman's division) and placed under the same Board of 
Visitors, but was Instructed in the same act . . "to retain as far as practicable Its separate 
Institutional life. " Because of the tremendous growth and expansion of the coUege; thej3eneral 
Assembly by a legislative act In 1964, severed the afinilatlon with Virginia Polytechnlcal Institute, 
and Radford College was granted its autonomy with Its own Board of Visitors. In this same year 
authorization was given by the State Council of Higher Education to award the Master of Science 
Degrefe. After almost 60 years as an all women's- college, Radford^opened Its doors to men on 

June 8, 19/2. ' " ,, u 

The college was organized under the administration of Dr. John Preston McConnell who 

servGC) as president rrom'191 1 to 1937. Dr. David Wilbur Peters became the second president of 

the colloge January 1 , 1938, and served until his death August 2, 1951 . 

Named to head the college as its third president was Dr. Charles Knox Martin, Jr. who took 
^orrice January 15, 1952 and ser/'ed until March 1972,whcn he became chancellor, a position he 

held until June 30, 1973. On j/jly 1 , 1973 Dr. Martin was named president emeritus. 

The fourtii and current pre/sident is Dr. Donald Newton Dedmon, He became president of 

Radford March 20, 1972. / ^ / 

St atement of Purpose 

As an institution of higher learning, Radford College provides general education for the 
development of students inK/ educated persons who understand their cultural heritage. Along 
with a respect for Uie need of students to find harmony wdth their pre-college expel-lences , It is 
the purpo'se'^of the college to offer to its students a community in which they may find that ^ 
inlellactucvl, cultural, social, and personal challenge which will .enrich their lives and enhance y 
their conlnibutions to sogiety. i 

■ Radford College provides areas of concentration emphasizing academic and professional 
goals. In connection with these areas of concentration, the college has a significant role in 
teacher oducatipn and a broad curriculum In the arts and sciences to fxjrnlsh cultural and ^ 
educational services to a wide community. To achieve Its aims, and indeed, .to function 
effectively as a community of scholars in a changing world, the college will continue to seek 
and find new ways to serve in the intellectual and cultural development of its students, alumni, 
and faculty; and to contribute vigorously to the growth of the community whose life It 
Influences and shares. ^ j 

Acc reditation ti* 

Radford College is a member of the Southern Association of Colleges and Secondary 3choo1s 
vhidT Is a regional accr^editlng agency affiliated with all other national accrediting agfenciest 
it holds membership in the Association of State Colleges and Universities. a/ 

the college Is also a member ofthe American; Association of Colleges for Teacher EdOcatlon 
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and Is on Oie accredited Ust.of the National Council for Accreditation of Teacher Education. It 
holds membership in the National Commission on Accrediting. ♦ , 

The college is a membe^ of SREB Council of Collegiate Education for Nursing, National 
keague fqr Nursing and in the N. U. N. Council of Baccalaureate and Higher Degree Programs. 
These affiliations and recognitions give the graduate of Radford College a national tstandlng . 




n. ADMINISTRATIVE ORGANISATION 
General Organization and Admintstratton 

• '. . • ^ 

An organization chart of the college's admlnistratioiH appears on page i. 

General Statem^t ^ ' ' ' : ' ^ ' 

•C! ^ 

o 

\A)lthin the framework of the policy established by the General Assennbly of Virginia, the 
Board of Visitors is the ultimate. governing^ lioard of Radford College. By means of reports of 
the President, other admlnlstr'ative officers *and the faculty , -personal Inspection of facilltleST 
and special studied, the £3oard k6eps abreast of the college's needs In order to reach decisions 
croncerning basic policy. It usually meets four tlme^ a year, once each quarter . ' 

The responsibility for the administration of the college has be^n assigned to the President, 
who is appointed by the'' Board. To assist the President In the administration of the college, 
certain administrpitive positions have been established: Vice President for AcademiCjAifeirs , 
Vice President for Student Affairs, Vice President for. Business and Financfe^^^^stant to the 
President, Deans of the schools'. Dean of Graduate SchWl^an^Deart of^Sttxdents. 

The President ^ , 

The President utilizes the advice of elected faculty representatives,, elected student 
representatives and appointed administrative personnel in carrying out his duties as chief 
admihlstratlve officer for the college. It is through such an internal governance system that 
:the faculty members and students share in the decision-making proces^ of the college. 

Vice President for Academic Affairs 

As the second-ranking membfen of the college administration, the Vice President for 
Academic Affeirs serves as the acting Executive Officer of the College in the President s 
absence, ^ - ^ 

Vice President for Business and Financ^ ' ^ 

Final responsibility for thq business affairs of tiie institutidn^ is delegated to the Vice ^ 
President for Business and Finance who works closely with tHfe President in coord^ating the 

financial and administrajfe^ve activities of the college, 

" ^ lu ■ ^ . 

Vice President for Stude nt A ff airs * * / . 

; ' ^ 4 

The Vice President for Student Affairs, who is directly responsible to the President, 
coordinates programs and services'wKJch facilitate a student's academic pursuits as well as 
create a campus environment necessary for the student's self-devetopment. 

' *' 
Assifit ant to the President 

The Assistant to the , President works closely with the President ih executing the 
nistrative duties of the College. He also assists in coordinating all activities involving 
Office of the President. 

r of the Graduate School • ■ , 

The Graduate Dean isVesponsible for- the coordination and adfr»inistratlon„of the 
graduate program. He is assisted in his work by the Graduate Committee. 

beans of Schools - . . 




The Deans are administratively responsible for the organization and administration of the 
academic programs within their respective Schools and to assist in the planning and 
developmenrof new programs. ^ The d^ans also sdrr^Ve as members of the College Affairs Council 
the Faculty Affairs Council, Academip Policies and Procedures Corjimittee, Curriculum 
Policy Corhmittee and Faculty Personnel Committee, 

, 10 • 



Dea,n of Stude nts . * ' 

' " ■' < ■ ■ ' .' ■'< 

The Dean of Students and his staff provide personal counseling, are responsible for advising 
Student Government and administering tH0 residence life and orientation programs, housing and 
the social and conduct policies applicable to students. The Dean of Studehts is directly 
irresponsible to the Vice President for Student Affairs. 

• ■ i' 

Ql rector of Admissions ^ ^ . . ^ ' 

The primary responsibilities of the Director of Admissions are reviewing applications for 
admissions to the College and coordinating the recruitment and counseling of prospective ^udents. 



Director of Career Planning and Placement , . , \ . 

{, a « ' . 

The Director of Career Planning and Placement is responsible for providing students and . • . ' ^ 
^ Graduates with empUoyment information and asslstarV?^.. Credeptials may be set up for a ipomlnal 

fee These will be copied and sen^ to the employers as) requested by the student. Regular- interviews 
are* held on campus between prospective employers and^tudents from early fall until late spring. 



Director of Financigil Aid ' 

The Financial Aid Director, under the direcrsupervision of the Vice iPresident for Student 
Affairs, is responsible for the awarding of all undergraduate financial aid. His office is charged 
with the respon4ibility of all Federal, State and local institutional awards. 

Re(7|ic;trar a r ^ Director of Student Academic Advising SdWices and Registrar ^ . 

'/ • " » < 

The R<fc^strar*s Office provides the following services: ■ ^ 

Maintenance of student academic recorjJs. 
Publication of Probation and Suspension' Lists i 
Certification of student attendance. 

Trcinscript Service. ' . , * ^ ' 

Furnishing grade point averages for clubs and organizations. 

Preparation of graduation'notices, lists, and Commencement Program. ^ 
Ordering diplomas. 

Final certification for graduation. . 

Preparation of teacher certification requests for gndergrevduates who have completed 
approved prb^rams. 

Publication of>€:glsti^ation booklet after schedules aroi^submltted by the departments 
and approved by th^-^school Deahs. ' . v . 

Set7Up of general registration process. <J 
Publication of final examination schedule. 
Determination of official enrollment figures. 
I.D. pictures 

Administration of National Teachers Examination and Miller Analogies Test. 

The Director of Academic Advising Services is responsible forj 

1 , Evaluation of transcripts for transfer students School of Arts and Sciences and 

School of Education. ' ^ \\ 

2. Final appr^9val of courses which Radford College ^udents transfer back to Radford. 
■ 3. Advising undecided majors./ 

4. Reference source.for questions on the catalog and aovlsing , 

5. Development of articulation between Radford CollegeXWd other institutions of ^ 




higher learning • ' ' , . , 

6. Answering questions or Ustenlhg to problems when students do not; know where else to go. 

LlbrarygiDlrector /' .1 ^' 

- ^ \ ■ . 

•the Director Is responsible for^ analyzing the current resources reftulrements.of the college 
curriculum and Wsesslng the library's Inventory of books, non-print media, equipment and 
supplies for appllc^Ulty, currency aQd sufTlclency to support the cyrrlcylt^m. 

pirector of Information and Publications ^ ^ X • - 

y The responsibility of the Director of Information and Publications Is to Infbrm the citizens of 
the Commonwealth of Virginia about Radford College and. Its programs through general news 
released to newspapers, magazines, arjd radio and television stations. His job is to maintain 
open channels of communication with the various representatives of tKe news^medi^. In the 
publications area the Director must prepare publications for use In recruiting and for Informing 
alumni as well as parents about the college. All publications (brochures, etc.) must fie cleare<;l 
Unroug'h his office. For further information, faculty and staff members nnay call the Director of 
information and Publicatipns- * ' ^ j . 

DlV>ector of Institutional. Research , " . ^ . 

— r^*— 7- 1^ ■ — — . . , » , 

Th6 Office ot' Institutional' Research i§ changed with collecting Information -and writing reports 

which -are essential for making adfninistrative decisions, in addition, the pirector pf Institutional 

Research serves as me colle^^'s ll;iis.on officer to the State.Councll of HK^lfer Education and 

coordinates all reports to that body and to th^ federal Department of He^th, Education, and • 

. Welfare. The Director seryes as a cdhsOltant to^those persons Interesto^ In Internal research * 

on the college and, as timi6 and priority dictate, does self^studles.ana ev>aluatlons of various 

college and academic programs. ' ' ' \ ». 

Director Of Development and Alumni Affairs ^ i ^ 

It Is the responsibility of the Director to keep current fiddresses of alJmni and coordinate all 
alumni activities such a^ chapter mdfetings, Homocbming e^ind May pay. .It lis also his responsibility 
to keep alumrtl Informed of happenings on the campus. 'Itl the development krt^a, his res}j9nslblllty 
Is to ''educate" Uio alumni and genet;al public of the.ne'eds of the Collpge^hlch^are not met with 
State funds and to . provide a mcana through which intcru3sted individuals may cct)ntrlt)uto to the 
college throua^ the Radford College Foundation, Inc. 



0^ 



PERSONNiek. POLICIES 



ting, hiring. 



'The sectloo, orv employeo' policies ^tyd' procedures has been sub'Av^dedii'ntd classified; 
professorial , and professional . The U>eginning pageVof this- section dcal^ith paydays, retire- 
^ment, workmen's compensation..and pfertatn.to all thre^ groups. ^Prodedur6s which peV^tain 
'only to one group of pmployees are discussed in.subsequerit s,utf^seotions. 

^ . ' • ' »".'.-• 

Equal 'Eniployment Opportunt^i. Policy * \ ' S * 

^^tedford College shall provWS^^^'ernpJoyr^erft ta ^U pf its employees a nS; applicants for 
employment on a" non-Siscrimc>tor^^;^p|^^ to hace, color, sex, vaQ^ religior\, 

r n^tioH^l origin, oh political s^jlia^|i^|, 'Th4s policy shall Jbe followed irf recr 
.promotions, lay-offs, termiKatior^^$;, oemotions, and educational leave. 

' Paydays ' ' ^ ' » t 

• m % ' A > ■ . 

-•Permanent employees will be paid by checV issued the b<5mptroUer^r the State xjf 
Vii^ginia, Distribution of'paychecks will be made from dep^f*frriental offices. Paychecks can be ^ 
* deposited in area banks on a regular bablVby providlnajfehe Personnel Officte with a signed . ' • 

"Authorization of Ba'rf<^Plck-Up"., F?erlodic deposlt^-<^ill be made by providing ^y^^ • 
^. deposit /lip. Anyone desiring his check to be m^^iTed should provide' the Personnel Office with a 
. stampea addrcsGcd envelope, ' • \ -. 

Temporary (wage) employees, wilf^ie^ici by check issued by the Treasure\^ qf-«Radford 
dollege. Pay.for^ hours wa)rked>r9P<any Friday t^^rough Thursday will be received on Friday 
of the f,9ll§?/vlng weck.^ • ' . ' ' ^ ' 

^ ^'^k^^h^^ m^y^pb^lven against future earning.,, Kjormal require^rrjerit ^pr advance 
pay^ wnP^rvTs7e~to be ^A^WCed'betv/cen the individual and a commercial lending agency. 



Pa yroll Djfiddctlons ^ " ^ • v ^ ' ^ 

* The followlnq qonstitutes the onl^ payroll deductions authorized bx^' the Comptroller: 



1. 



A' 



'Gifts 'to Unltfed' Givers. Fuhd 
Insur^ance Premiums to:,, 

a. Korace Majin ;^ ^ < , 

b. Blue Cross/Blue Shield ^ 

o . Virginia Employee's Groups Life Insurance 
d. Dlkiablllty Insurance » - _ % 

Taxes: ^ " * * 

a. Federal Incyme . , . 

b. State Incipme 

c. - Social S'ecurlty 
-Miscellaneous: ' » . * 

a.. U.'S. Sfeyln^s Bonds > ' 

Approved'TaX ^haltered Annuities 
Virginia Supplem^nta't''f3eUremerft Systems 
Rent for ColVege Housing ' ' 
Dining Hall Meal^ Pr>vileges 
State Credit Union * " 

Radfi>rd College Foundation • 



•A 



.c . 
d. 

f. 

g- 



Retin&ment Benefits • 

^ — 8- «> " * 

The annual service retirement allowance upon, retirement at age sixty-five (65) will equal 
1-1/2 percent of the average annual compensation paid during the three highest consecutlvie yfears 
\of credit seiT^lce, multiplied by the number of >'ears of credited service. 



Example 



"\972-73 — $10,000 
1^73-74 — $1 1 ,000 
1974^75 -r $12',000 



Total $33, OOd f, 3 = $11>*000 (Average Final Salary) 



$11,000 x .045 "= $165.00 (Benefit per year of service) 
' $165.00 X 35 years $5,775 (Annual VSRS Benefit). 

Information pertaining to' disability or e^rly retirement m^ be obtained in the Personnel 
Office. , ^ 

Workmen's. Compensation 

Radford CoUege employees are eligit?le unde^^e Virginia Workmen's Compensation Act to 
•'receive compensation for loss of pay and medlp^ bill Incurred through, injuries received.on . 
Radford College's premises and/or while v^cAxng for Radford College. Compensation fop-loss of 
pay is calculated at the rate of 2V3 their ^rage salary. No compensation shall be allowed for 
the firse seven (7) days of incapacity r^^l ting from an, injury unless the incapacity continues for 
a period of more than six (6i) weeksy^ > ^ [ 1. 

If the period of incapaciV exceeds six (6) weeks, then compensation shall be allowed from 
the first day of such incapacify; Notification of all injuries will be reported to Personnel by 
means of the Accident Repe^rt forms provided to all departments. Prompt submission of these 
reports will allow compr^nsation to be previewed with a minimum period of waiting. | 



GRIEVaNT: 




AGEN Cf GRIEVANCE F^RM * ' , 



m ■ 



DATC bRlEVANC|; SUBmTTED:_ 



DAI'S OF OCCURRENCE pICH 
"PROHP^D GRIEVANCE; ^ 



GRIEVAllcE: (E>.-plain In your own'vords what 'has occurrgjl- 




WIAT PKKSONNEl, POI 



ICY OR POLICIES ARE REFERRED TO ABOVE? , 



SF.CON D STEP MHEJING i 
silPKRVlStON'S REPlJ 





•* 








































-.jt^-^ 
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^ 

















WIS DHCISION' (IS) .(IS NOT) ACCEPTABLE, 



"(^tfpERvTsOR) " 



'(DATE T'l'^D TIME) ' 



ERIC 



(GRIEVANT) ■ 

7a 



("date /o;d time) 



THUU) gTEP MEETING ; 
^ \ SUPERVISIONS REPLY:_ 



DATE: 



TIME: 




(GRIEVANT) 



(DATE ^ TIME) 



•nilS DECISION (IS)- (.IS NOT) ACCEPTABLE. 



(CRIEVANT) 



(DATE AND TIME) 



ERIC 



7b 

16 




''request for panel' hearing 



GRIE\'ANT: 



DATE GRIEVAJ^CE SUBMITTED: 



GRIEVAI^CE; (Explain in yqur ownyt^ords why you are requestin g a. panel hearing) 



I 



. S . ■ . 
























































^ \- 

> 0 




■ ■' 
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7c 



-\-.- 



(GRTLVANT) 



(DATE a:.d liMr.) 



Eaployee's Name: 
Date *of Hearing: ' 
Appearances: 
\ For the i;raployee: 

For the Agency: 



DECISION OF PANEL HEARING 



i 

A, 



1 



1 



Emp'loyee: 



Agency: 



The Issue' 



Evidence ^ 



Ar ^ninent 



ERIC 
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(OVER) 




Opinion 



. Decision and Award 



Slcni'd: (Panel Mer.bcrs) 
'Dater 



ERIC 
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Unemployment Compensation » 

Effective January 1 , 1972, Radford College and other State tn'stRuttpn^ became e^nployers 
Who^e employees were Included in the unemployment Insurance progrVn cr.eated by*he Virginia 
Unemployment Compensation Act. This program provides income to individuals who are out of 
work through no fault of tineir own, with past earnings being used to establish the amount of 
compensation each individual may receive. The amount of compensation varies ranfeing from 
twenty dollars .per week for twelve weeks to a maximum of seventy dollars per week for 
twenty~six weeks. Radford College, as a reimbursable employer ^ repays the Virginia Employment 
Commission dollar for dollar fdr benefits based upon wages earned at Radford College. 

An unemployed individual shall be' eligible to receive benefits during any week that: 

1 . He has registered for work and filed a elaim at any ytrginia Employment 

Commission Office.. ^ » * 

2. He has continued to repoK asi^iirected to the Employment Service. 

. ' 3. • He has served-a waiting perijd ofvOne week in each Benefit Vejar before 

becoming eligible for. payments. • , 

4. \-fe is able and availabUr for work and actively seeking work. 

5. Me has worked in covered employment and has had sufficient earnings In , ^ 
two calendar quarters of the" Base Period to meet the monetary qualifications as 
required by the Benefit Table. 

• 6. He has reported all wages, pensions, sevecance and vacation pay vyKtch is npt 
equal to or in excess of his Weekly Benefit Amount. 

7. He is not unemployed due to a labor dispute in active progress or to a . 
shut-down or star^t-up operation caused by such a ^dispute." ' , 

8. Helnas performed services for an. employing unit during thirty (30) or more 
working days since the "beginning of a prior Benefit Year during which he received 
benefits to re-qualify for a valid claim. 

A. Employm<^'t Polici e s and Pcocedures for Classified Employees * \ 

Employment Status 

1. Permanent Position ' ^ - • * . 

a. Definition - a position which is included on the official list of permanent positions 
established by the college ^and approved by the State Division of Personnel. 

b. The benefits of being employed in a permanent position are: 

(1) Accumulation of sick leave 

' ' (2) Accumulation of annual leave 

(3) Membership in the Virginia Supplemental Retirement System. 
•(4> Membership in the Blue Cross/Blue Shield State Hospitalization Plan. 

c. Continued employment in permanent position Is generally limited by only two factors: 
„ ' . (1) Continued merit and fitness on the part of the employee and 

(2) Continued workload and funding to support that position. 

d. All personnel will normally be hired In a permanent status. * ' 

- 2, Temporary Position / '/t 

a. Definition - a position which is established to allow accomplishment of a specific 
task for a period of six months or less. 

b. A temporary employee will; . 

« (1) Not accrue annual or sick leave . <^ . 

(2) , Not participate In the Virginia Supplemental Retlremental System 

(3) Expect employment to be terminated with two weeks notice. 

c. Temporary positions may be established by the Individual budget directors within 
their budget resources. The. employment policies on the following pages apply to both 
permanent and temporary positions. , ^ 

d. At the request of the supervisor a new employee may be hired In a ter^iporary status 

• to provide a probationary period during which the^ employee and supervisor can 

* determine If permanent employment will be mutually beneficial. «The ppriod Of 
temporary stsrtus will be from three to six months. / . ^ a 

3, ■ Submit a PR- 14 '(instructions and sample follow)' - 



^ ■ 



20. 



Hours of Work 



1. Work .Schedule© - i.- ^ ^ ' 

The normal hours.of employment at Radford College are etght to five, Monday through 
Frlday.v In ^reas requiring extended coverage (Po^er Plant, Food Service; etc. ) the 
Individual supervisors are responsible for scheduling employees to cover the various' 
shifts required. - . , " 

-2." .-eoffee Break '' '' / ^"'V : ^ '■ ' * ^> ' 

It ts college ppUcy to allow each^ffnployee a 20 minute coffee break (rest period) - 
during the moming\ When tjhere is m^dre^than one emj3loyee ia an office, the break periods 
win be split, i.e. , one secretary will goTrorp 10:00. to 10:20 and the other from 10:2| to 
10:40. It is recognized tha.t on special occasions some personnel may want to aci<;J thelr . 
^coffee break tjme to th(eir lunch hour in order to accdWipUsh ^ome^pecial business or 
social transaction. This requires the immediate supervisor's approval and Is p^^mttted 
for special occasions and not allowed ^s a daily or weej^ly routine. It Is also ^ ^ % 
recognized that there will be exceptional cases^where the lunch hour may be taken at ^ ^« ^ 
at a time. other than the esj:ablished time. This also is aut*X)rlzed on an exceptional ba^ls 
with the concurrence of th^ Immediate supervisors. 1 % 

3. Luf^ch PeVlods " ' 

Radford College employees wiUjobserve a one hour lunch fJerviod, normally from^ 
12-00 until *1 -00. Deviation from thils schedule must be atuthprlzed by the immediate , ^ 
supervisor. When there is 'more than one employee In an oMce, the lunch periods will be 
split , I . e. , one secretary w^'l go from tSsOO u^ll 1;0d and the other from 1 :00 until 2:00. 
This will allow for receptfon of visitors. and t^leplgone answering service on a continuous 

• ■ f. ■ . ^ ' - ^ • " • 

4. Special Absence . ' ^ • . ' ^m** « 

The presence of em^li^ees* children in offices or ofl|er work areas on a r'^lne k^ls 
Is not permltte4. a result, some Employees may\have to pick up their children at ^cho(^ 
in the afternoon and take them. home. These employees may use their morning coffee breaH^ • 
time (20 minutes) Injbe-after noons to accompU^ f i' < ; 

"^5. Work Mours ' % ^ ^ ^"^s: ^ ' 4*u 

a Radford College has established a wgrk week that begins with Friday and ^nds with 
Thursday, a uniform recurring period of 168 hoursjn the.form of ^ev^n consecutive 

24 hour periods. * W ' * l. 

b. -BneKst^llshed rate of pay fbr the classifle(^>enjt6lo|ee .Is based upon a forty (40) hour 
work w^k. A reduction In the required work hours will result In a corresponding loss 
of pay unless the absences from duty result, from .observance of state holidays or are 
authorlzedUaves of absence with pay. That work time In excess of 40 hours In a work 
^A/e^k constitutes overtime and is conrTpen^ted fer at a rate of one and one-half tlgnes the 
/ nfujar rate of pay.f Ef^ept under ^e^erglncy conditions, no overtlmd work is permitted 
without proper authorization. • --^ . • ' „ ^ « 

. ' C Present policy requires that employs working ext^ra noo-schcduled hijurs be 
• J schodulec#or sumcient ctime off wltf^.^that same wc%k w.eak to 'Insure that the total hours ^ 

■ * of yvork for any employe© does not ex^;feed a maximum of forty hdurs, per work week- 

dl' AJ^upervisor may not credit, an employee with compensatory ti'h^e^(even at one and • ^ 
([ one-half hours for each overtime hour worked) for overtime oarned with the und(Srstanding 
. ■ lh(it It 'can be, taken at sonrte mutually agreefl upon later date. 'j,. 

In general, ^Ihours worked** lnc5rtuc|Vall the time ^n employee Is required to be.on duty.pr 
on the premises or at a prescribed work place and all the time during which he Is ; 
^. {permitted to work* for. Radford College. ^Thls does not apply to College Hostesses 

residing In dornMtorles . ) ' * 

f. Meal periods yurihg which the employee is completely Relieved from duty for the pu.»pose 
of eating regular meals are not work time. BJt if meal periods are frequently . . - 
interrupted by calls to duty Une employee would not be considered to be relieved of all 
. duties and the pcriod.must be counted as hours worked. Coffee breaks or time for snacks 
are counted as part cif an employee's working time. „ 

u^^- ^taff Replacement Procedure ^ ^>^' \ ' ' • 

' • • * tj*' ■ ■ ■ 

The supe^rvisor who becomes aware of a' need tb replace a staff member (non-professOrial) 
should gain the af5prx5vaf of his Vice President and then consult with the Personnel Director / 
concerning the future appointment, ^ , ^ '"^ • ' . 



. Correct procecM^^e for tfils action Is siumrnarized below: . ' . ; . 

1. SuperVisoh obtains approval of his Vice President. 
/ • 2, Supervisor consults wlth\Fe-hsonnel Director. ^ 
3. Supervisor refers any desired candidate to Personnel Director. « 
. 4^ Personnel Director submits minimum of two quatified candldites for interview 

by Supervisor. . V . . • 

5., Supervisor interviews and selects candidate of.h.ls choice, ^ * 

6. Suii>ervisbr notifies Personnel Director of choice aHd beginning date qf employment, 
, 7. Personnel Director contacts applicant and confirms employment. 
^ " Qi Personnel Director forwards request for employment thrppgh Vice President for . 
Business and Finance to State Personnel Department, for Approval (routine). 
The>€upe»^visor who becomes aware^of a need for a new position (nSn-professoria.)) should 
gain the approval of his Vice President and then consult with the Personnel Director concerning 
the fTJturelppolntment. When no allocation has been budgeted to provide a s^fary for such a 
position, fff?e approval of the Vice President for Business and Finanpe would be requlij;^ed befot^e 
further action can be taken. ^ » . \ 



Transfer arid Reassignment # ^ «9 

— -^^^ . . . ^ 

1 ;^ Temix>rary Reassignment 

a. 'iOfflce Personnel , • , ^ 

(1) May be transferred between staff and ^department offices to handle normal workloads 

' during short term lUnes^ or vacation^' of regular employees. " ' i' ' 

(2) Supervisors and the Personnel Director must concur and be^so notified before 

. ^. rec^slgnhnent. • ^ • ; . 

b. ^ Custodial Personnel - , * u 

(1) May be transferred or reassigned from one area of responsibility to another ^ 
. by the h^ousekeoplng Supervisor when: . 

(aj ' Personnel are absent from work unexpectedly. ' 

(b) Personnel arc absent because"* of short term Illness or vacation. ^ 

(c) Periodic workload in an area requires additional personnQl.^ / 

(2) , Office^ and dopartments.afTedted by the change In personnel wHl^je notified |Dy the ' 

Housekeeping Supervis^^rio'^ to the change if at all possible. • • . 

2'.- Permanent, Trarvsfer ^ ^ ' ' ^ 

a. OfficejForsonnel <v; 
(1) May be transferred to affect a promotion. , 

% (2>-f^ay be transferred. whei^c oxLreme,pere:onality conflict G;<ists between supervisor and 
'0mpldyee and Personnel ^Director determines that the oVnployce's competence would 
be beneficial to the Colleg^e another position. Rpcipient suporpvisor must concur 
In transfer. ' ^ , ^ . 

b. ^ Custodial'^'Personnel . ' V ^ 

(1) May t?e transferred to affodt a, promotion^ ' 

(2) May be transferred to fill a vacancy where ^^^perlence Is required that would hot 
- be expected of a neyv employee. * \ t i ' 

(3) Housekeeping Supervisor will obtain the concurrence of the Director of Auxiliary 
Enterprises before affecting transfers under thl^^ragnaph. The senior staffcor 
faculty member responsible for thfi areas inyolved\in transfer will be notified^ 

V " • i' • In advance, by the Housekeeping Supervisor. . , 

Estatljtishlnc) a Nevy>^Permanent Classified Pogitlon^ ' , 

The College will submit its requirement for. additional persqAnerpositions in the biennlum 
budg'et request to the General Assembly. A separate justification for each position will .be > 
included In the budget exhibit. , o * 

AVhen new permanent p<^>sltion Is ^abthortzed by the General Assembly, it may be • ^ ^ 
established no earlier th^ July 1 of the fiscatyear in whicK funds were provided. , ^ 
To establish a position, the Personnel Director willu . * 



}■ 



^ 1, 

3. 
4, 
.5. 



Obtain funding certification from the ^jdget Director 
Obtain a job description from tWe^rospective supervisor . ^ 
Prepare a Form P-5 ^ . « 

Obtain the President's signature on all copies of Fform P-5 
submit Form Division of Personnel in th| Governor »S Office 



ER?C , 



10 



; 5 



6 After receipt of the approN>ed Form P-5 from Division of Personnel and Dtvleipn 
• of th6 Budget, notify supervisor that he may act in accordance with employment 
procedures to staff the new position. . ^ 

In all Instances, the positions are established ba§ ed on the requirements of thf jpb and not 
-the merits. or qualifications of the person, ' . /'^V 



SuUli TMRCf cop. ft !• ih« 



^REQUEST HELATEO TO POSITION(S| 



P'$ — 



Vif. ••lob. lift 
Codtd 



Ag«nc)r Cod* 



PARTI. 

» Q R«olloeOl« OKitting pdtllion{t) {Lift old ond n9w clott lltlt.) 

□ ' EffobUi^ «fw poiltlon{t) Tolol numb.f o» potltlont 

Q Chortg* tHitt-ng potiHon{.)s Q Houf^ □ Monlht □ Slotuf 



Orgonltotlon UoH 



Pocllion numbtr{c) . 



Old clot* ti(l« 



I 



Ctoff cod* 



(if t«mporory or r«ffrjct«d) 
Clofc titto 



N«w ctotf till* 



Ctoii ood* 



Clof» titt* 



All. clot! lil^•• 



Cioif cod* 



Mnntbt/y*or . 



Clot* tttU 
Hourf p«r w»«k ^ 



Slofut (Mork X in on* boM only): 





Form 






Scot 




1 




3<. 


4 


MSC 


11 


12 


13 


14 


Porl ttm« 


5 


6 


7 




^ MSC 


IS 


16 


17 


18 



Sourc* of lurvd*. 

App >cl S'AcI P«'C«nl 

1 
2 

^ 3 



Ploct of work (County or City). 



Cod*. 



ACTION: 



\ 



Appointing Authofily 



Dot* 



Oirec.oVof Personnel Director. OlvUionof lS. Oudy<t 



FART II. SUPPLY THIS INFORMATION duh FOR REALLOCATION REQUESTS: 



1. Horn, rtie incwmbont (or the joit incumbent if the poiitlon ii nqw voconl). , ^ 

1 Sfot. th. numUr.of in.plo^^. ,ngoged in th. »om. or .in^rior ^rk. (NorT,e no. more then four.)- 
3. Whot oio Ibe feo**ni for the chongei in the dutic* of ffie po.i tion( i)? 



PA<iT III. Supply this information only for 

1. TM, po.ilion ^o, (wq. nof) Included In the opplico^e ogenCy birnnium budget reque.t. 

2. Emploin tbe n*«d for the retfjetted poillion{t). — 



REQUESTS FOR NEW POSITIONS OR CHANGES IN EXISTING POSITION(S). 



RSN 



u.. c„,.,c,. i^Mo- '<■'"<■ ''^^•'^"> ''<■••'"•,'' <'-'"^"'» p"<'-. , 

Budflel Document Oct, v.ty. 01 of the iubmliilon dote of thlt^form. 

4. L;.. ... —< P.ovM./.n ,M ennui, „pp..pHc..cn ,b..c,. cd,u..n,.n. .c c, on.^v c< cn.1 . .0, dc.i.d pC.cn ^ 

tolorie* in the Budget Dot wm^nt oc 1 1 vl ty. 




$, II iht omoont^i 



LA 



/ ». $.0.. .h. oumh.- ol.,.plor... .nvo,;d io .h. .on,, o. .Imllo- «.V. (Non,. n'c mc. .h.n fo„,.) . 
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C0H7IN0E0 ON RnvFRiE 



Termtnat'ton of Claastfted Status Employment . - 

■*■ ■ • 

1 . Fiemoval for Cause :, . ^ j a. ^ i. . 

a. A temporary status employee's employment may be termtnated after he ha$ been given 
two weeks' notice. A valid reason for termination should exist, i.e. , elimination of 
work lo^d, shortage of funds, Inabllltyof employee to accomplish work, etc\^ 

b' A permanent employee may be separated from State service with fifteen (I5).days 

notice for good and sufficient cause. The employee has tihe rlgfnt td request a hearing 
befbre tine College's Hearing Committee within 30 working days' of receiving notice. , 

c . Any employee.may be suspended without pay for a period hot exceeding 30 days,\pr / 
reprimand, or apply other less drastic disciplinary measure to, any employee urtder 

his control for any violation of the rules of his agency or for insubordinatlon or wilful 
neglect of duty. Any suspension that would have the effect of making the total amoun^ 
of pay lost, by reason of suspension during any twelve-month, period? greater than^ 
the pay for the thirty d^ys shall be considered a removal. When a suspension is effected 
pending completion of investigation or court a6tlon tor alleged violation of rules or ^ 

statutes, the limitation of thirty days shall not .apply; also. If the employee ts four.d 
not guilty of such alleged Violation, he may, upon request of the supervisor, be paid 
for the period of suspension as If It had not occurred, 

d. As a "less drastie disciplinary action" the supervisor may withhold^ annual and sick 
leave accrual from an employee found to have made Incorrect reports concerning 
absence on leave. Such action shall not appty to leave accrued prior to the £lndli^ 
and shall not be effective for more than six calendar months^ for any one period of 

tnconl'ectly reported absence. , „ ^ i. 

e. Thefeneral exception to the above policy is where an employee's personal conduct 

req#res his immediate removal from the campus. Examples would Include reporting 
to morW under the^nfluence of alcohol or narcotics and gross Insubordination. Under 
th4e circumstances, a. temporary employee could be discharged verbally without a 
waiting period and a permanent employee with a three-day notice. Although the 
three-day notice Is required for the permanent employee, he can be directed to . 
leave the campus immediately but will receive pay for the three-day r?otlce period. ^ 

f. At the time of removal (notice): 

(1) A permanent employee will.be given, in writing, from the Departmental 

Supervisor, Ihe reasons for the action. 

(2) A. temporary 'erfiployee will be given, orally, by his supervisor, the reason 
for the action. This action >s final for the temporary employee. 

g . If the permanent employee requests a hearing , he will do so in writing to the,President 
of the College. ^The President will set a date and place which, insofar as is practicable, 
will meet the convenience of all concerned: The Vice Presidfent for Business and 
Finance will chair tine committee to hear the arguments. The Treasurer and Personnel 
Director will sit as Member and- Secretary, respectively, on the Committee. , 

h The hearing room arrangements will emphasize the informarnature of the proceedings. 
/ Confc'rence space will be provided for the removed employee and his representatlve(s), 

if he elects to designate any . .... o kh^ 

i Oaths win be adnrvinlsterfed by the Personnel Director, who Is a Notary Public. . 
j'. The hearing will be opened, and the verbatim record (taken by stenographer and/or 

tape recorder;?) will begin with a statement in the followlng vein: ' 

(1) "This Is a hearing being conducted at Radford College on_ __ . 

in accordance with a request made by Mr._ _ j — — — 

(is) (was) an employes of Radford College. He (has been) (was) In the State s - 

,^ L 7 « fn . The purposfe of this 

service from / ^° — ~ .'^ 

hearing Is to establlsti a complete record of reasons for the removal and to provide 

with ah opportunity to state his side of the.removal 

situation as a matter of record., ■ 

(2) This hearing Is not a formal trial. It will not be conducted as a court proceeding, 
\ and technical rules of evidence will not apply.. It is desired that a record be 

^completed which wlU relate all reasonable pertinent Information. Evidence or 
testimony which Is not material or relevarit to the case will not be permitted. 
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m. 



Tho foMowihg is a general procedure tp bo foUowlBd, each participant first being 
approprj^tqly sworn before being piermitted to. offer statements or testimony;* 
(1) The'Commlttee Secretary wijll first state the reasons for the removal and will 
explain the basis .ft>r each;*he Committee may caM witnesses and may question 
the removed employee. The removed ernployee or his representative may 
cross-examine. ^ * 

Next, the removed employee or his representative will have an opportunity to state 
htsleason for the appeal; he may call witnesses - |ndSdlng those previously 
testifying. - and may question them. The Committee may cross--examlne. 
Rebuttal and surrebuttal may be allowed by the Chairman of the Committee. 
At the close of thB hearing the Commiri;ee Secretary and the removed employee 
will each be given the opportunity to make a summary statement. 
Not later than ten (IQ) days following the' close of the hearing, the President of 
the College will w^ite (by Certified mail) the removed employee that (1) th'e removed 
action has been changed (and in what respect) or confirmed, and (2) a request for 
review can be filed with the Board of Visitors of Radford College within ten (10) 
work days following receipt of the. letter * 

Not later than ten (tO) work days following a review b^ the Board of Visitors, the 
employee will be notified by certified mail of its decision. 
Any further appeal must be flle<i by the employee with tfie State Director of 
Personnel within ten (10) work days fqllovvlng receipt of the letter from the 
Board of Visitors. ' ^ ■ 

If the review confirms th^vemoval, a copy of the h^ing transcript will be forwarded 
to the State Director of Personnel within te^n (10) d&ys fe^owlnj^ hotificatibn tp the 



(2) 



(3) 
(4) 

(6) 



(6) 
(7) 



removed employe-e. 

The normal time for retirii|iment of non^professorial personnel would be^'the first day 
of the month following the 6Sth birthday. In cer|ain exceptional cases/ the employee 
may be permitted by the admlnislratlort to continue his employment to dat^ no tater 
than the first June 30 after he reach'es tho age of sixty-ftve p5). They may be re- 
employed in a. temporary status when a repl^cJfement wlthrithdtr s^<llls cannofc be recruited. 

Non-Pi gicrlrninatlon Policy of Employn^^nt 



Pollowing is the policy of Radford Cpllege: 

1 . Applicants for 'employment and employees will be considered a>vd treated without regard 
to their age, race, color, religion, sex or riktlonal origin. Suci\action sh^ll include, 
but not be limited to the foljowing: employiWht, upgrading, 'ciemoX<on, or transfer; 
recruitment or recruitment advertising; la:|off or termination; rates<s^f pay or other, 
forms of compensation, and sclcctlqn for trati^^^^ng. 



Specifically as pertains to sex discrimination, the foltowlhej policies areN^ part of the 
Collegers overall policy on non-discrimlncAlon: 



b. 



Supervisors are prohibited from making any distinction based upon se:\ In employment 
opportunities, vyages, hours or other conditions of employment. 
Supervisees are prohibited from making' any distinction in employment conditions 
between m^ried and unmarried persons of one sex unless the same .distlrtptions are 
made between married and unmarried pJ^rsons of the opposite sex. 
The College will not advertise for workers in newspaper columns headed »*A\aJe**^or 
"Female ".unless sex Is A bona fide occupational qualification. 

The College^ will not deny employment of women with young children solely foJ^ that 

reason. . - , 

The College will not terminate the employment of aia employee of orn^ sex In a 
particular job classig^atlon upon their reaching a certain age unless the same\rul6 
Is applicable to- the opposite sex. ^ * ^ 

Thfe College w,ilf not maintain a seniority list bSsed solely upon^e sex^of the 
employees. • ' *• 

The C9llege will not maintain wage schedules reflated to or based oh the sex of 
employees nor discriminatorily restrict one sex to certain job classifications, 
Tho Gbllege will not specify an^/ diffei^ences on the basis'^of sex In either hcmndat^ry 
or optional r^etirement age. * ^ V*' i 

The College will npt deny a female employee th^ right to any job she is qualified ^ 
perform such as prohibiting women.frOm workin|j linf^Certain types o f occupeitiprts pr 
from wdrklng "^t Jobs requiring more than a cerjtain nurViber of hours. 
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PV-Qcedune-b for Implementation of-Equal' Employment Op'portunity Policy. Personner 
whose duties encompass recruitment Ind employmerit>Ul continue to review policies 

■ and practices to assure 'equal opportunity of employment basgd onlbona fide occupational 
qualifications. No employee or applicant for ernpt&yment shall be su^ected to 
-discrimination -befcause of sex. age, race, r^liglon^ natlona^omgln,- ftohtlc^l affiliation 

■ or physical characteristics. . . " „ 

Equal employment opportunity notices shall be posted In conspicuous places on thaRa'dfprd 
College Campus where per^sonnel notices are customarily displayed'and included in all , 
job advertisement*. * . ' ^ . * o - 

Persons who wish to be considered for employment shall haVfe the opportunity to file- 
an application, Com'fort^ convenience, respect, and due dispatch ^shaU be equally 
assured to all appiicants. Application shall be kept on file for one year to insure equal 
treatment^of airapplicants.. " ^ - . .. 

- f"' / ■ , - ' 

Hiring qualifications for both entry and experiepce level' jobs wtll be based upon job 
rel?uir6ments. Applicant^ may be hired who do not,, at the time of employnrient, fvilly 
qualify for a' par^ticuUr class of plDsition,-T>rovided the deficiency irv gXialif.ication can ^ 
be ejipninated through or'ientation and on-the-job training. Tpsts shall be^pr^glifal.^ad^:^- 
^ appropriately validated. . ' ' ' ^5? 

On-the-job training will be provided to prepare employees to meet the full requirements 
of their jobs^ Special programs shall be developed to meet specif/ic training needs. 



Leaves 



1 . Annual Leave (Vaaation) * , y' 

a. Classified F^ermanenl: Personnel adcrtiG 

Uength of^Stat.e ^rvlce 

'',r*v- ■ ■■' ■ 

Less than 5 years 



Annual Leave (Vacation) as follows,; 
Annual Leave 

hours - i12 days^ . 
E^arned at thej/^te of 
eight (8) holun/s per- 
completed njronth of 
service. 



' 5 to 10 years 



1 20 hOu^s - A 5 days 
Earned at a rate of 
teh (30) hours per 
completed month of 
service . ^ 



More than 10 years 



bt In addition to the aforementioned leaVe, 
' to the Classified Permanent. Pecsonnel. 

« Now Y<?ar*s Day 

Lee Jackson's Day - 
V Washington's, Birthday ' ^ " 
y Memorial Day 
^ IndeF>endence D^ay 
, " Labor Day ^ « 

Columbus Day ^ . 
Election Day * * , 

Veteran*^ D^y f, , » ^ 

Thanksgiving Ddy^ \ ♦ " 

Christmas Day- ' " . 



144 hours - t8 days , . " 
Earn^ at the rate of ' ^ » 
bA<^lviS (12) hours per ^ ' 
completed month of - ■ y 

, service . * ' ^ - ^ ' • " 
there are eleven (11) legal State holidays grantef< 
J^ese ane; * * , . 

January 1 

Third! Monday in Janiiary^ 

Third Monday in February ; . 

Last Monday in May \ 

Ju\)/ 4 » ' • ^ ' 

First Monday in September 
Secpnd~fv/\onday^ in October*^ ^ 
Tuesday following ttio first ' > 

Monday in November 

November 11 * * 

Fourth Thursday in November 
December 25 



If a holiday should fall on Synday, the following Monday shall be observed as ^ : ..^ 
holiday/ If a holiday should fall on a Ay otiner than Sunday, the employee eahns 
\e£/e which must be taken within the' next 12 calendar months; ^''^^ , ^ 



conr).pensa,tory , 
J. The Collegfe-tsclosed on New Year's Day, Labor Day, Thanksgiving Day and Christmas 
Day. Only Security and Physical Plant Personnel are required to work on these cj^ys^ -^-^ 
The College resumes nprm.al schedule during the other State legal holidays since the 
'* ' "students are on campu^ and therefore, reqiiire th^ services rendered by the College. 
Leave cards for the rWonthly classified employees are to be completed and returned tO" 
the Personnel Offic/ by the fifth (5th) day of each month in order for the pJhy Records to b^ 
adjusted for those/femployees who have used ekcessiye leave. This l^ave card must be 
' signed by ^e employee and Kis supervisor each month. When this leave card Is received 
by the Personnel Qffice, the leave information is recorded on the master leave card and 
then returned K) the employee, 
g. Leave cards ;r§r the semi-monti.ly classified employees are to be completed and returned 
to the Persc^nel Office by the "feixteenth (16th) day ^nd the last day of each month in order 
for the pa/records \o be adjusted for those employ:^es who have used exces-rtve leave. 
This leayfe card must be signed by the employee and his supervisor each month. When 
this ]ea/e card is received by the Personnel Office, the leave ^formation is recorded 
On tHe/master card and then returned to the employee. ' y , 

h : All ifViployeesr are to secure permission* frOm. their supervisor b^fefore taking any arlnual 
I (vatfatlon) leave. Thip request should be made in ads/ance in order for the supervisor 
, to plan the workload. - < ' . ^ y ri 

i. All Supervisors and Departmental Heads are to inform their appropriate Vice Presideot 
of the information needed by the following dates: 

(1)^ November 1 - the dates of absence "from campus for the Christmas Holidays. 
= (2)' May 1 - the dates of absence jErom campus for summer vacations. 

All Classified Permanent employees are encouraged to -take their authorized annual leave; ' 
hcweveh, tiie State qr^cognized the fact that som e employees are unable to utilize ^11 leave 
earned each year. Xgcordingly, the State policy states the following annual leave 
limitations at employment termination or the end of the calen<^ar year: ^ 
With less than 5 years of service' - 192 hours (24 day?) 
f With 5 to 1^0 years of service -|2^ hours (30 days) v 

Over 10 years of service ^ 288 haurs (36 days) 
•k. ' All Classified Permanent employees are paid for leave balances accumulated to the date 
of employment termination. This amount cfannot exceed th^ total number of hours an 
employee is eligible to accrue within one calendar year of State service. 
I. A person who is re-employed by the College will accrue leave for continuous service-- 

bbginning with the most recent date of emploS/ment. ^ , 

m . No leave of absence with pay will be granted to an employee with anticipation of futu^ 
earned leave". Leave is not to be taken during the period ift which it is being ^arnef.. 

Slci<H_eave * , . ^ ..u- 

a. Classified Permanent Personnel accrue ten (1Q) hours of sick leave per completed month- 
of State Servlc-e. Sick leav^ can be accumulated without regard to maximum accumulatiQr| 

b. ' When an erV.pl(«yc5-ei is absent from work due to illness, he should notify his supervisor , 

as soon as possible in order for the workload to be adjusted. ' 

c. VeMflcation: th0 justification for any s|ct< leave,,used shall be subject to verification 
by the Personnel /Director in the form of a certificate submitted by the employee s 
physician. This certificate must state the natuce of th<e Illness responsible for the 
employee's absence from work. In the case of extended absence, the probable duration 
of disability should be reported. A certificate tpust be submitted fbr>iy absence in 
eVcess of 480 w<i)rk hours. \ ' \ n ^ 

6\ Justifications. 'Sick. leave may be utilized in the following instances: 

^ (1) An illness of injury incapacitating the employee to perform his dytles* ^ " 
• . (2) Exposure tb a contagious disease such that presen(5e on duty would jeopardize 
. the health fc>f fellow employees or the public. 
(»(3). Appointment for medical or dental examination or treatpnent related to health when 
such an appointment cannot reasonably be scheduled during non-working hours. 4 
(4) An employee may elect to charge absence required for ah illness or a death of an 
immediate family mennberto his accumulated sick leave. However, the maximum 
' • ; of six (6)j days per calendar year (no more than 3 days consecutively used for ^^y 

case) may be utilized in this instance. The ''immediate family, " (rfc this application, . 
, includes only: the employee's parents, spouse; childreh^ broO^ier or sister and ^ 
* Any relative living in the household of th^ employee. 
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e Sick leave shall not be utilized when the Personnel Direotor determines that the . 

absence was a result of unauthorized non-state, employment. , ' ' ■ 

f Sector's Certificate. A doctor's certificate is "required for any employee's absence ■ 
- Kceedi^ a period of three (3) days. The certificate is filed in the concerned emp oyee's 
personnel me within the Personnel Office. In the event th^t a doctor's certificate is not 
rSeiyed. t^e employee's absence will thfen be charged against his accumulated annual 
or compensatory leave. ^ * > ' • . . - 

le:rincludes failure to report to Work or failure to ^-ain^^^^^ . " . . 
during appointed. hours. When such an absence is not subsequently justified by the 
PersonnerDi?ector . it cannot be charged to accumulated leave and can result in . ^ 

disciplinary action. ' *s«> 

Maternity Leave (Classified Permanent Personnel) < ' . •. 

a. Maternity leave may be taken as a leave of absence without P^y. ^'^^^^^cv 
K ■ .The employee., per advice of her P^ys/^ian -ill f^^^^^^^'^^^Xl^^^^^^ 

. wliiSh^she will commence her leave of absence. recommended 
not exceed eight weeks foUowir^ the delivery date unless 

bv her physibian and approved by her immediate supervisor. In the interest of the 
Dy ner pnysit-i^n omu cm j. f^^iiitatp scheduling for a replacement, the 

health of the condawed employee and to facilitate scneauiiny ic, 

ot*rM-t inn nhildt^irtln and recovery tFSererrom , and wno^ Riann.u r ci-w / ^ ^ 

•Jht terminilon oV their disability *.iH be allowed to charge a portion of this absence to 
Kor- anrumulated sick leave under certain conditions listed below: , , 

n tn order for an employee to be eligible for this ber^fit. she must, upon learning 
of her Tonduton provide her supervisor with a statement certifying her estimated 
feUvLy da e and also the date which she and her physician conclude that she rrlust 
cease work because of her medical disability. The latter statement mus be^furnished 
to her supervisor at least thirty (30) days prior to the employee's cessation of 
work? If there are any subsequent changes in either of the dates furnished, 
notification must be provided the supervisor immediately. ^ . 
C2^ Snlv that period of the employee's absence prior to and folldwing delivery , 
an^'^oK ffed by her physician as medically disabled can be charged to accumulated 
1=, . s^ck tlve . Any other absence foUo-ving cessation of work during which the 
• Employee ;,ects' to be absent from work mMSt be charged to accumulated annual 

• leaU. Jn the event the employee has no atcumulated annual leave,, this 
absence must be taken as leave without pay. 

emolovee can be excused from work for the period required. - ■ 

<2) The V?ce President for Business and Finance concurs that the- course i. job net^teti. 
r^S The emDlovee will not be entered on the class rolls. v -i 
S The ^mployea will take no more than three quarter hours during working hours 

An em^oA' may .nroll ia elates durihg: workir^ hours fo. c;:edit under' the follcWing ' 

ClT'?hTemployee's supervisor notifies the Personnel Director in writing that the 

employee can be 'excused from work for the period required. _ ^^.^.^.h 

(2) The Xe President for Busi9,ess and Finance Ooncurs that the ^^^^ ' ^e^efit the 
. or the course would enable the employee to become more informed and benefit the 

• institution. . ° . 

r3') All applicable foes and charges are paid bi>.the employee. ..-^ho,,^* 
%] ^he'eSpioyee will not take more than thre, quarter hours during working hours 

per quarter. \^ ^ * 

Waiver of Tuition (Instruction and Form attached) ^ , ^ • 

All classified employees must prx)cess Waiver of Tuition forms through apf^ropriate 
channels two (2) weeks prior^'to registration. - 



c . 
d. 



2. Class Attendance at Radfor^ College - Non Job-Related Courses 

An^. employee may take cou^e work in classes which are not related to the person's Job 
under the following conditions-. 

a. All applicable fees and charges are paid by the employee. 

b The employee's leave tlm^ will be charged for the time spent in class during Working 

* * hours ^ *' ' 

c Thelmployee must have written approval from his supervisor to the Personnel Director 

stating that he can be excused from work for the periods required, 
d. The employee will not take more than three quarter hours during working hours per 

quarter. . 
Emptoyee Waiver of Tuition 

consonant with Radford College's commitment to the continued professional and personal . 
development of its staff, a policy to permit employees to apply to pursue 

instr^^ction (degree and non-degree credit) offered by the College without paying tuition has been 
adopted. 

The following application procedures apply: 

1 . " Classified and professional st^ff „,,r,^>~^r- hrajr-s 

a. Applicants for courses under tP,is policy may not enroll for more than 9 quarter hours 
credit during any twelve month period nor more than one course per acadennic quarter. 

b. Applicants must obtain the prior written approval of the head of ''^-''^J^^P-XtilZ 
activity before enrplling and should subnSit two copies of the approved appl ftatlon to^ 

- the Persorortel Department. One copy Will be validated and ser^e- as the authorinatior. 
for the waiver of tuition* ^ ' ^ li \ 

^ c. Applicants must file an application for admission with the Admissions Office and be 
' officially admitted prior to initial enrollment. \ - . „ . ^ . " 

d. An employee may not be enrolled in any class section if a regularly enrolled student 

would be displaced. ' . , . 

e. Private vocal or Instrumental instruction or riding Instruction is not authorized vnder 

f Typically^ 'persons applying under this policy may no* en^ro^l for courses during nor 
' working hours . Exceptions to this rule may be granted.to the extent that applicants 
^ may be excused from duties to attend classes for no more than three hours per - 

■ week. If time spent in taking a course exqeeds three hours per week, the additio 
time must be made up on an hour-for-hour basis. , ^ ■ J„ 

a Any employee granted waiver of tuition agrees to refrain from resigning from Oo^lege 

Wloyment for a period of six months following completioA of thej^rter during 
■ Which the most recent course was taken under this policy, or to ^mburse J .e Cuin? 
for expenditures incurred on behalf of the employee. . The College retains the option 
of employee termination. ' > 

2. ^^^^ ^ ^^^^ ^^^^it v^ill be'submitt^ed in writing to the person's 

Department Personnel Committee at least one month before tfle cour^is scheduled 
to begin . A justification for takirig the course for credit must be vn6luded... 
b The Department Personnel Committee will rank the requests irythe following 

■ manner- -greater number of previous courses taken for credit by an individual lowers 
their priority, rank and y^ears of service in rank would be, tfsed tg separate those ^ 
with equal numbers of courses taken for credit. UnUsu^ibenefit accryed to the 
departmen^^may override this ranki^^g, 'if agreed to by^ a majority of the Personnel ■ 

Committee. v ~ ^ ,.1 ^ • 

r- - The Department pirsonnel .Committee will submit a written recommendation to the _ 
Department ChairAian for his approval.' o 
The Departmer^tyfchairman.will submit the recomnftondations to the Dean of the School. 
The Dean, together with the Vice President for Academic Arfai>s will make the Pinal 
decision, based on the financial situation. The number of positions should be 
apportioned among schools in relation to the relative numbers of full-time teaching,, 
faulty in each school. 
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I. EMPLOYEE REQUEST FOR TUITION WAIVER 
Employee's Name: ' 



Social Security Number: _ 

Faculty Rank, Administrative, or Classified Title: 
I wish to enroll for 




' . Course Number: 
Credit Hours: 
This course* meets 



(Fall, Winter, Spring, Summer) 
Course Title: 



quarter 



(Year) 



'.J>durs per week. ^ 



^I request a Wiver of tuition fpr tU above Jtisted course. I agree to refrain 
from resigning' from 6raploytnent''at Radford Col^lege for at least six itjiith^ 
following the cora^>l?tion of the above course, or ^ta reimburse the C9lleg(^ f or 
e^cpenditures incurred on my behalf • ^ . • « 
l^ate: * Signed: ' - — 



Reconiracnd Approval (Disapproval) Signed: 




Department Personnel 
Conunittee Chairman 



II. ' P?j:rARTMENT REQUEST 
TO: Personnel Director 
FROM: Department Head or Siipervisor 
Approval for waiver of ^ees for the above full-t>^e employee is granted. This 
requested c^|urse will At interrupt the normal work schedule olf my department 
or activi.ty> . , i ^ 

Date: * - J ^ I — . — 

^ ' (Department Uead) 



(Dean\if appropriate) 



(Vice President) 
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III. PERSONNEL^ OFFICE . \ 

V'/ ' , r 

A copy of the approved appllcatlcm, for waiver of tuition li^s'^en Included In 

the employee's pejrsonnel record. ' , , 

' ^ f H 

Dat6t i V ^ : -• - 

— ; - (Personnel Director) 



Present an-approved copy of this form to the TreasureX. of Radford College at 
the time of registration. ^ 



0 



Merit Ihcroascs . • , 

I The State of Virginia classified employees system provides 4 to 7 steps within each pay 
sca)»e depending on the particular specialty. , A« employee normally begins his service on the , 
«rs?£ step of the scale applying td his sf^piltty. The employee-will incr^ease one step on the 
pay scX upon completion of six months ,0^Jervice ^'nd annually thereafter until the top st^p 
is attained. Advancement, course, is->dependent upon meritorious s^rv ce. ^ 

The employee's supervisor will receive two copies of the Service Rating Form P-9) 
from the Per sonn^ Director prior to -the employee's completion of each year s service If the 
supTrvisor approves of the increase, he will sign the form- indicating approval and return pn£ ^ 
cSJ to t^e Personnel Director. The.. Personnel Director will, have the •P--^^"!,^^^" ^".^^^^^^ 
5F^e Form P-3 when they are prepare^ and forward them to the Director of Personnel in 
the Governor's Office, as required. ' . ■ > . " m i-ho 

If the supervisorAdoes not recommend ihe employee fot^ an increase, he will indicate the 
r^eason fo- disapprW^g- op the^^ck of the fern^^-c^PZ-Pf tl^b cpmplcte^d for..m wu, ^ 
".Warded to the'persTnnel Director who.will brinfTH^e attention of Pres d.nt for - 

EBusiness and Finance. After receiving the concurj^ence of the Vice President for Businessjnd 
Rni^ce! J^o Personn;i Director will have the supkvisor counsel the employee as to why the 
incrTale was not approved at that time. When the supervisor considers that the ^nnployee s 
ierformanco has I'Wved sufficiently to justify t^e increase (30, 60 or ^^^-^^^^^^^^^^'^ 
period), he will request fvom the Personnel Director two copies of the service rating form. 
Disposition of tlncsQ toples is as cited above, 4-^;, emnlnupe 

The supervisor will include comments on the ne>it annual service rating that the employee 
received counseling and indicate what performance reaction was obtained. . 
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Service Ratings ' 'i . j 

A service rating will be submitted annually on all classified employees.- The.fiornn P-9wil^^ ^ 
be used as the document to record the rating. Tine college Personnel Office will send such for^i 
to the appropriate supervisors in. ^Aay of eacb year. . ' ^ , Ji ht-^r.' 

Yhe rating will be given by the^mmediate supervisor. The.endorser, the Individual wh& ^ates 
the immediate supervisor, will sign the form in the space provided .indicating concurrence, /^f the 
er^o^ser 'do^^s not concur, the difference is to be resolved between the supervxsbr and the er^orser. 

An honest rating (appraisal) of the employee i^ absolutely required. Supervisors must be 
fair to the employee and the State. TheHisting of descriptive sentenpes relating to the various 
elements of an employee's performance being rated should be used to g'uide these rat n^s. ^ 

^enever an increase is requested f dr a person whose most recent service rating includes any 
appraisals of -Poor" or more than two appraisatls of "Fair", an explanatory n^te shouW ^Ccompany 
?i?e request. A merit increase does .not automatically go into effect upon merit date, as the increase 
Is, not g Wen /an length of sepvice ^Vohe. ' - . . ^ ^ 



Rating and Endorsing Officials 



ENDORSER 



President 



RATED BY 
President 



^ etC^puoyee 

Secretary to the President 
InformationvOfficer 
President's Honne Maid 



Assistant to the President Secretary to the /Assistant to the President 



Director of Information 
and Publications 

\ 



Director of Development 
and Alumni Affairs 

Vice Pre£5ider^ for 
Academic Affairs 

Vice President for Student 
Affairs 

Vice President for Business 
and Finance 



Secretary to the Director of Information 

& Publications 
Information Technician ' 
Information Offi<ier 

Secretary to Director of Development 
& Alumni Affairs 

Secretary tc| the Vice President 



Secretary to the Vice President 

/ " 

Secre&ry to-the Vice Preslcjent 

Chief of Security/ 

Director of Auxiliary Enterprises 

Director of Physical Plant 

Director of tfie /Budget 

Directpr of Personnel 

Direfctor of Purchasing ^ 

Manager Qf Printing # 

Manager of Data Processing 

Chief Clerk, Post Office 

Locksmith v 

Treasurer 



Vice Pr^esldent for 
.gusiness & Finance 



Director of Auxiliary 
Enterprises 



Secretary to the Director 
Director of Residential Facilit,les 
Bookstore Manager i 
Laundry Manager. 
Food Service Director 
pecreation Director 



Vibe President for 
Academic Affairs 



Dfrector of Physical Plant * 



Treastirejr 

Dlrectorrofo Personnel 
Director of purchasing 
\ Manager pf Printing 
Chief Clerk, post Office 
Chief of Security . 
Budget Director' 
-A fiManaq(jtr of Dat» Prociesslng 
Director of fnstltut^nal 
Research 

' Dean, School of Arts- , 
and Sciences 

'Dean, ^ji^ol-of Education 



Dean, School of Applied 
Arts and Spiences 



Deans 

^Vice President for 
Academic Affairs . 



Vice President for 
srudent Affairs 



Secretary to th^. Director 
Foremen ^ 
Storekeeper 

Switchboard Operator \ ■ 

Treasurer's S^iaiff 
Personnel Staff 

Purchasing Staff, " 
Printing' Staff 
Post Office Staff 

Security Staff - ^« . " 

Secretary to the Dlrectop 
Data Processing Staff, * 
Secretary to thP Director of / 
Institutional Rissearch 

Secretary to the Dean 

Secretaries to Multiple Departments 

Secretary to the bean ' 
Secretaries to MMltiple Departmients 

Secretar|^ to th6 Dean 

Secretaines to Multiple Departments' 



Departmental Chairmen S.ecreti^rles to Individual Departments 



Dean, School of Graduate 
^tudies* ^ 

'Registrar ^ 

Director of |he Library 

Director of Audio Visyal 
Director of Admissions 
Dean of Students . 
Director of F-ioancial' Aid 
Dlreptor of placement 
Staff Physician » • 

. Director of Student Union 



Secretary to the Dean 

Secretaries to the Registrar 
♦ ■ . «- 

Ubr^Han Assistants 
Secretaries to the Library 

Audio Visual Staff 

Secretaries to the Director 

Secretaries to the Dean 

Secretaries to the pi rector 

SGcretari(?s to the Director 

(sjurses ^ , 

Health Center Secretary 

Secretary to^the Director 
Prograrti Advisors 
Student Union Staff 
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Director of Physical Plant 



Director of Atixilfery Enterprises 



Residence Staffing 
Coordinajtqr 



College Hostesses 



Crew Foremen Crewman 

Power Plant Superintendent Power Plant Supervisors 



Stable ^V\anager 

Bookstore. Ma nag e r 
Laundry Manager 
Directoijfof Residential ' 

Facil^ities 
Food iService Director 
- Recreation BxredCbr^ "•"•^^ 



Stable Workers 

Bookstore sllaff 
Launtfry Staff 

Superyisqrs 
institutional Dictition 
■Dietary Supef^Visofs 
Storekeeper Supervisor 
Recreation Staff 



Director of Residential Facilities* Supervisors 
Director of Food Service Dietary Supervisors 



Custodians 

- ') 

Food Service Aides, 
Cooks and Bakers 



How To Evaluate Ennployees ' , ^ ' 

On the score sheet in the first column, there are six elenjtents as follows; "Habits of Work, " , 
"Quality of Work," "Amount of Work , " "Cooperation, " "Intelligence '* and "Initiative. " 

After each ^loment are five adjectives— "Popr , " "Fair," "Good^jV'Very Good" and "ExceTllent. 

It is of the highest importance to check after eaprt^&lepnent that^dne adjective which most nearly 
describes the work of the etnptoyee to be scored. 1/ 

In order that this checking may t>e very carefully done, tb^ scorer is asked to observe the ^ 
following: 

Below, each element is set up, and following each'elennpnt are fiv^ groups of expressions. 
ncjfar<* checking any one element, study carefully all five groups. Select that group whicb most 
nearly describes the work of the emp^loyee and then on the ^core sheet check according tQ^ \ ^ - 

directions. ^ ' ' • ' 

Sometimes it may appear that one or two expressions in one group and some ^^ressiort 
in ahother grqup seem to fit the employee. It is essential, however, that one group be selected 
as more, nearly describing the type of work and the scdre sheTet be checked accordingly. 

The employee i\ to be scored with direct reference to fSis job. Descriptive expressions are 
therefore to be interpreted in relcition lo' the job or work done. Whether the employee be a clerk, , 
stenographer, technician, or supervisor, it is thought to be more practicable at this time to vary 
the intcrpretatidn of the descriptive expressions to fit the particular vyork than greatly to enl-^rg0 
the descriptions. . 



Habits Of Work 



If the employee to be graded may be dliscribed by 
Frequently late in getting started to work. 
Appears ihdifferent to his'work and responsibilitt 
Wastes time in visiting and talking. 
Takes too much time with outside matters. f 
Seeksj easy or avoids difficult tasks. 
Is not industrious and does not concentrate on 



ing; 




Check "POOR" 



If described by the following: 

Usually regular in getting started to work, 

Show s\f interest in work and some appreciation of responsibilities. 

Attempts assigned tasks, willingly. " " . 

Does not loiter around W^e off^ice or otherwise waste time. 

Shows evidence of some industry and deterfmination. 

Gives reasonable proof of capacity to improve in-habits of work. 



Check "FAIR" 
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, I -- '^ . - 

If described by the following': 

Prompt in getting started to work. 

Shows appreciation of the job and its responsibilities.- 
Performs assigned tasks in acceptable manner . 

is primarily Industrious and only occasionally and Incidentally seems to waste time- 
Is-peas6nably, steady worker and Keeps v^rk up to date . 
• Performs work with tolerable speed. * 

_ ' Check "GOOD" 

. If descrH.JI^d by, tbe/fo I lowing: * ' " '""^ * • 

Is dUlgent In beginning bis work and In Its perfot?mance. " 
Completes readily the tasks assigned. 

Work done with, reasoncibte speed. a. aK/^nf 

AppllBs self to job with Industry and In such manner as to raise no question about 

NotTnTjke^P^^^ of 5.e work assigned, but shows willingness and capacity to 

mcike contribution to other work In the office. 

.. ' Cl^eck » VERY GOOD" 

If described by the following: ^ 
Is a most' diligent worker. , , , ^ " 

' Excels In the amount of wprk turned out and in the type of work done. 
• Smonstr^^^^^^^ those habits of work which would make the highest cbntr .bution to office 
performance. 

Handles office or Ifleld work with highest feciUty. - 



cVieck "E£XCEl-LENT»' 



Quality Of Work 

If described by the following: 

Work of low grade, Hnaccurate and untidy. 

Work not dependable ' 

Work slaw and characterized by mistakes. 

l.lttle nyldcnco of thoughts and care. 

Not much evidence of fikills required in job. 



irdcscribed by the following:* 

Shovvs tolerable^^eed with only a few mistakes. 
Work indicates some degree of care and. thought. 
Work ir. of a kind that' Can usually be. depended upon. 
Shows some knowledge of "required skiits-. T ^ 



Check "POOR" 



Check 




If described by the foHo^i^^Q: 

Has reasonable skill in operation of required work. 
Wt>rk shows good speed with only occasional mistakes. 

Work commonly efficient. ^ ^, ' 

Work shows evidence of understanding instructions and of conforming to them. 
As a rule, work can be depended ufX)n to be painstaking and accurate. 

Check "GOOD" 

If described by the following: 

Work Is skillful and shosvs real evidence of care and thought. 
Diffcre.nt tasks assigned corhpletcd readily and results dependable. 
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Difficult tabulation; analysis of reports and similar work well and accurately done. ■ 
Work confornns to high standards. ' . 

All types"of work thorough and dependable. ' . 

Check 'VERY GOOD" 

If described by the following: • 

Work iShows exceptional thnoughness and accuracy. • ^ , • ^ 

Complicated tabulation' and compirattor*. detailed analysts of special and technical r^eports 
and similar nesponsibillt'les assumed with confidence and always docj^ln a dependable 

Type of work not only conforms to office standards, but shews evidence of making iseai 
contribution to Improvement of such standards . ' 
Results of tasks undertaken with only general supervision highly satisfactory . 

Check "EXCELLENT" 

'' ^ « 

Amount Of Work . 

If described by the following: ' „ 

Little or no ability to follow a plan of work outlined. ^ . 

Rarely completes assigned tasks. . 
' Frequent repetition of work necessitated by mistakes. 
Shews no facility to do a job specifically assigned, 
' Makes no contribution to actual How of work In the office. ^ , 

^ ■ ■ ' , Check "POOF?" 

If described ![?y the following: . * ♦ 

Assigned tasks usually completed. / / 
Shews ability to follow designated plan. 

Does not hamper ^normal flow pf work through the office. , 
Can understand directions and do well relatively simple tasks. ^ ^ 
Work not retarded by lack of facility in procedures or adaptation to' new 'rhethods. 
Amount of work pot serlousfy handicapped by r^epotltion, recopylng, etc. , necessltate<l 
by errors. v 

. Check "FAIR" 

If described by the follpwing: : ; . 

Ability to plan simple^work. - ^ » . 

.Assigned work reasonably well done. ; 

Makes some contribution to the actual flow bf work through the office. 
Completes aa^nment^ln reasonable tlfne. 

Follows planWltllned for office work in such way as to cAUse ho holdup or delay . 

- ^'iP^K. ^ ' ■ ' " Check »iGobD" ■ 

If ijescribed' by the following: ■ 
All assigned Work well and promptly done. * 
Exp<^itious, In taskg assigned. . . ^ c** 

fUakes real contribution to the general flow of work. .4 
Able to sugg^est how to secure quick and satisfactory re^lj;^. \ 

Shows capacity to complete own tasks and to give, real ^^istance in the performance of^ 
related jobs. ^ ^ , \x 

> ^ \ cfek 'VERY GOOD" ' 

i. ' ■ • 

If described by the following: • . * "". . 

Unusual ability to plan work in such way as to invite th^ largest accomplishment.^ 
. Work done In unusually expeditious manner. ^. # 
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Makes real and evident contribution to the general flow of work. 

Set example for the amount of workVhjch can. be accomplished with speed and accuracy. 

Check "EXCELLENT"' 



Cooperation 



If described by the following: i < ' ^ 

Is inj;i.ifferent to office reqMrements. , ^ ^ ^ , ^ ^ , 'Ni!^, , . - - 

^ ■ Lacks interest In his own t^ks or tliose of others. 

Seems to be unab|p to get orl v(/ith others. 

Gives evidence of^insubordination. 

Lacks tact. 

Is inclinc|i to grumble. \ ■ 

* Check "POOR"! 

\ ' ' ' ^ '\ ^ 

If described by the following:^ 

Shows sorVie dijjgree of reiponsibleness. ^^j, 

Makes an crfo|t to adjust himself to office organization, ^ , ' - 

Tries to work-in harmony with others. 

Is reasonably obedient to the rules and regulations for the offide. 
Shows evidencb of tack and consideration for others. ' & " 

: N Che^ "FAIR" \ 

S ' h ^, \^ 

If described by the following; .. % 

Follows acceptably we^l rules and regulatio'ns laid down for the office. 
Recognizes authority over him. 

Works acceptably well with others as a member of a team. ^ 
Shows some consciouaness-of individual responsibility and group responsibility'^ 
Does not repel others by lack of tact. ' ig. 

Makes some contribution if esprlt-de-corps of the office. \ 

7 ^ Check "GOOD" 

■ r J' 

U described by Uie following: • , 

Is ajlly conscious of responsibility to higher authorities. , 
^ Works well in the office as a member of an active^and intelligent te^tm. _ 
Showstack and consideration for others. > 
Can be depended upon to carry his part of th^^oad. ^ • 

Is a reliable facfior in office procedure. % * 

Exhibits always a keen interest ih the welfare of the office as a whole. 

- Check "VERY GOOD" 

' - • ■ • ' 
If described by" The following: ^- .. a 

Is deeply consiciousvof the uHtity of Oie office force. . 

S.h,oA/s keen appreciation, of the relation of the officevforce to the agency and to the State. 

Presents a fine e^cample of cooperative service* 

Gives evidence of real leadership. ^ ' S 



Check "EXCELLENT" 



Intelligence 



If described by the following: 

Appears to be dull and confused. * 
Does not seem to qrasp the meaning of instructions or directions. 
ShOA/s little ability to learn new work. . 
Shews slow mental reaction to any office procedure^. 
Ea<sily rattled and unstable in thinking. 



Check '^POOR" 



If descrtbed by the fDi)dwlng; ' , ^ 
Seems to undor>^tand ^flstru9tWlS reasonably welU 
Shews sbmy ability txx^lpafri new yy6rk. 
Reacts well to simple dii^ection^* 

Shews some in^^per^6er^\f,^^^ but needs careftil supervision^ 



^Cheok "FAIR^* 



If described by the foHowingj ' 

Learns new wprS^/with reasonable fafcility. J^ - A 

Understand jii^tions and can interpret cfcjties to be, performed. 
Can do simpl^^asks withput constant ^supervision . / 
Can grasp tKe signifl^:ance of ^ements, facts on figUres presented. 
General rrfental reactions give evidence of average aWUty to think. 
On data presented which Is not particularly Advance^ or complicated, can reach safe 
conclusions. 

Check "GOOD" 

/ * 

If described by the following: 

Is mentally alert. , 
Has keen comprehension of propositions presented. 

Can grasp the significance of statements, fa«^ts or figures presented. 
Can undertake .important work without supervision. 
Is quick and sure In the mastery of new ta^ks. j ^ 

Quickly and readily meets new condifiion^and forms coraclUsioHs on the spot. 

Check 'VERY GOOD" 



If described by the following: 

Gives evidence of an unusually keen/nind. 

Process of thinking and^working show's fine powers of analysis. 

Can meet emergencies with confidAnce. . . . ^ ' 

Unusually capable of concludir^g at^ce in exceptional conditions^what ought to be done 

and how. to handle it,- \ <ci i^ 

Can grasp with rare facility the.duties, programs artdrequ.irements of office or fleld.^ 
■ Exlnibits fine equalities of control and supervision. 

' Check "excellent;^!' 

Initiative ' . ^ . 

f " . ' • : 

4 » 

If describ,ed by tl-ie following: \ . ' " • ^ 

Shows little or no capacity for independent aption, ' • i 
Was to.be told repeatedly what to do and how to do it, ' . ^ 

Apparently cannot p(?rform simple tasks without specific directions. • . 
App&^B to laT:?k the capacity fo^r independent thinking. ^ ^ 

^ ' ^ Check "POOR". , ; 

If described by the following: ; * , ' . 

In simple tasks gives evidence of thinking thjngs out fior himself. 
Shows mod^f&t„ability to originate. - , .■ 

Occasionatty ^wSgcsts improvements In simple office or field procedure. . 
Has capacity for proper procedure After receiving s^imple, direct instru^^tt^ns.^ . 
Shows somef degree of inventiveness. >^ 

y / • Check «^FAIR" 



If described by tiSe, following: . 

Sometimes suc^gests new.office or field procedgres/ 



DoeJ not appear 'to be lo^ at a departure from rot^ine. || • . 

/ ? ' • Check "GOOD" ' - 

If described.by the following^; , . • * 

Has ability of quick adap^atior^ to cfjanged conditions. : ^ • ^ -. 

Can suggest ftew and improved methods of work. . _ 

orocedures aihd functions. 

From mere 'outline, can accurately '^^^.^^'^^.^^ jf^^^^^ practical and 

Shows real'imagination which doe? not hun wild but keeps.AWiW^^ > ^ 

improved performance: „ ^ _ adiust to regular office or 

Is inventive fehOugh to take new work and new procedures and adjust to, g 

field performance. , . . ' 

^ ' Ch^ck "VERY GOOD" 

If described by the following;, ^ ^ ^ " ^ '^^a^^- 

Has abilityrto org-anize with. dxMl^tional sktu.new uFB . , 

•. evidence 6? high inventiveness; and o^igina^^^^^^ ... - " ■ 

^AlwVvno^s what to do in times of storm and stress. 

- ' ' • . ■'. ' « Chebk "EXCELLENT" 
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Counseling , , ' ^ ^ 

' Every employee has the r^ght to know whether they are performing thetr jobs tn the manner . 
destrod by thetr supervisor. The^upervlsor should fulfill his responsibility In this area through 
counseling sessions. These can t^e the form of informal or formal sessions and scheduled or 
unscheduled sessions/ ^xample^ of these ^e: . • — 

1 . Informal and unscheduled ~ this would be an on the spot, d^ly corT^ljment or 
constructive criticism of the employee's work, 

2, .Formal and scheduled - these counseling sessions woulrf normally be as required; 
' however, there ^are specific times when the gupek^lsOr must formally counsel hfe 

employees such tisjy, / • . . ^ h k 

(a) ; When the employee's work Is continuously below the standards establisheo oy 

y the superVl^sor, ( " / . o . . 

(b) Sixty days prior to the clat^ or^ Which the employ^er ts to receive the ^nnual 

' merit increase if the employee's service as of that date has not been meritorious. 
The supervisor will inform the employee at that cdunseling ses;slon of the ^ 
. defipiencles noted. The employee will also, be informed that a follow-up session 
will be held thirty days later. * The final decision as to whether the employee ' 
receives the merit increase will be made af€er this sixty day re-evaluation period. 
. . (c) When the annual service rating is prepared for any employee, he will be shown 
^ the service rating. Verbal amplification of the deficiencies noted should be made 

at this session. . . ^ « * ^ <n u * 

In all Instances of a formal counseling session a written memorandum for the record will be 
made. -Copies of the memorandum will be distributed as follows: 

1. One copy to erpployee ' , • ^ i 

2. / One copy to PersbpnSl Director (to be included In employee's. personnel file) 

3. One copy to Supervisor ^ i ' 
SRcretari al Workload^ > . 

— ^ — ^ ^ — t ' , . f - 

f^ecognlElng that no! Individual office . Is staffed to handle peak work loads and to 4'!=^';! the 
most effective utilization of the. secretarlarstaff ..lt is suggested that Administrative S aff Heaqjs 
•and Department Ohalrnnen notify the Personnel Director, by telephone, when they require 
addltlonaUtemporary secretarial assistance. The Personnel Department will carwass var^us^ 
areas to locate ^ecfetarles who can volunteer th^lr services. Maximum nptlce of requirements ^ 
and work schedules^Vill insure a more effective response. ^ ^ 

Office Etiquette . , . , 

Secretaries will- not smoke while on duty withlrt an office.. There" are no explicit restrictions 
concerning codea of dress; however/ secretaries are expected to dress in a manner appropriate^^ 
to their office. ' , 

n ■ ■ , ■ - ■ . " ■ 

Outside Employment ' ., ■ • 

An employee shall not".ehgage with any outside employment, private, business or professional 
during the designated working hours. An employee may engage with outside employment durlr^ 
non-Jorking hours to an extent not to affect the useftilness as an employee of the Commonwealth. 
An employee' who chooses' to erxfage. In such outside employment, business or professional . shall 
notify the President, who is required to notify the Director of Personnel In the Governor s Office 
of the nature and extent of the employment. This notification process will be transmitted through 
all supervisory levels. 



Garnishnnent 
levy 



Employees who fail to pay their bills or taxes may have thetr pay subjected to garnishment or 
levy. Where there Is but one garnishment, or where sucfc!.actions occurred Infrequently over a 
period of time, and the employee"acted in good faith toward his employer and his creditors, no 
action Of a disciplinary nature will be taken against the employee. The employee can be counseled 
on ho// to avoid ftjture garnishment and, upon request, assistance may be given to arrive at a 
suitable payment plan betvi/een employee and creditor. . * 
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Where an employee has several garnishments and Involves his, employer , through lies or 
other means. In an effort to avoid payment of lawful debts he may be subject to dismissal. 

Conflict of Interest Law - . 

■■ } — , 

The following Is quoted from Chapter 2^, Code of Virginia, for the Information and guidance 
of all employees. - " o 

Section 2.1-349 X 

"(a) No officer or emplo^ee/tif any governfnental agency shall: ^ 

(1^ Be a contractor j6r subcontractor wlth^^the governmental agency of which he Is an 
officer or employee, other, than In his contract of employment, or have a material 
financial Interest In any contract or subcontract with the governmental agency of 
which he Is an officer, or employee, and the fact that any such contract or subcontract 
Is let after competitive bidding or by negotiation shall be Irrelevant; or 

(2) Be a contractor or subcontractor with any governmental agency other than the 
/ governmental agency of which he Is an officer or employee^ or have a mater»lal 

financial Interest In any contract or subcontractT vyith any governmental agency 
other than the gove^^fimental agency of which he is an officer or employee, unless . 
full written disclosure of the Interest of such- officer or employee be made In advance, 
both to the governmental party of which he is an officer or employee and to the 
governmental agency with which such contract or subcontract Is, pro'posed to be made, 
• and either (I) such contract be let ^fter competitive bidding , or (U*) such contract be 
for property or services which, th the judgement of the governing, body or 
administrative head of the governmerftal agency, rfiade In writing and as a nrtatter of 
public record, in the public Interest should not t^e acquired through competitive , 
bidding; or ' " >t < v 

(3) Be a purchaser at any sale made by him In his official capacity or by the governmental 
agency of which he jla an officer or employee, except In respect to^the sale of goods 
or services when provided as ppbllc utilities or offered to the general public 

on a uniform price schedule; br 

(4) Solicit ^ accept money or other thing of value In addition to compensation, expenses, 
or other remuneration paid him by the governmental agency of which he Is an officer 
q;^ emplo5^ee for services performed within the scope of his official duties. 

(b) The provisions of paragraphs (1) (2) of subsection (a) of this section shall not be 
applicable: . . 

■ To the ^le, lease or exchange of real propei;:ty bet?veen an officer or employee and 

a governmental agency provided the officer or employee do e^ not participate In any 
yvay as such officer or employee In such sale, lease or exchange, and this fact Is set 
forth as a matter of public record ty the governing body of such' governmental 
cf^ency or by the administrative head thereof; or 

(2) to the publication of official notices; or 

(3) To officers or employees whose sole Interest In a cpntract or sufc>contract with the 
governmental agency Is by reason of employment by the contracting firhn, partnership ' 
or other business, unless sucfn officer or employee participates or has authority to 
participate. In the procur^ent or the letting of such contract, in which event the 
provl'slons of such paragraphs sha\\^ be applicable; or 

Section 2. 1-351 

"No offlcer««or employejs of any governmental ^ency or advisory agency sh^ll; 

(a) Offer or accept money or anything of valu^'for orMn consideration "of obtaining an 
appo{ntment, promotion or, privilege with any governmental agency or with any advisory 

^ agency; or - • \ » ' 

(b) Disclose to any person not entitled thereto ^ information gained by virtue of his office or 
« employment, nor otherwise use such Information for his personal galn'or beneflt;^or 

(c) Accept ^ny gift, favor or service that might reasonably tend to Influence him in the 
discharge of his duties. (1970, c. 463. )" <^ 

Grievance Procedure 

. a» . - 

Objectlve^^ 

To afford an Immediate and fair method for the resolution o\dlsputes which may arise betweer^ 
an agency and Its employees. ^ ' . 
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Pbltcy; / ' 

A nrte^/ance shall be a complaint or dispute of an employe^ employees regarding the 
«h.Hl?iS mTanE^^^^^ of personnel pdllcles or pT^edures as they affect the 

S^^^Clf^^tys employee or employee's. Any condition of emp^ownent accepted by the . 
^^TZS. f^me of employment or Subsequent thereto shall not beVf-f All appeals 
Xmng rr^-Vmployee remoWl or demotion will, be administered under Rule 11.3.1 of the 
Rulpsi-or the Administration of the Vlrglnl© Personnel Act. » , ^ ... . 

Woyee filing a grievance shall have at eveo' step tt;,e rlgHt to present witnesses and 

AO empiuyee ini y y r^«^^^ Fr>r.m V-eorlsal < Thls procedure does not 

^ evidence to support his grievance with |:omplete freedom from ^^^P*^^^«V* V* ^ 
onnfpr the rloht upon anyone to make slanderous or libelous statfemencs.- , , ^ 

WhTn ie question of grlevablllty cannot be satisfactorily resolved at the college level, the 
employee rr,ay maKe a request, and thd college will forward such request for a n^Ung of 
grlevablllty from the State Director of Personnel, who shall respond within five days. 

First Step;. • , 

An employee who has a grievance shall discuss the problem directly with his Immediate 
supervlsor7and the grievance need not be reduced to writing untll^thls step has been 
completed/ ' ^ 

■ / . . • . . ••• ' 

Second Step;/ . / * • - 

. if the of levance is not resolved withln^t6n (10) a^Vl working days after "-^^^^^ ^^^."^^""^ 
the grXevant may reduce his grievance to writing on a Grievance Form obtainable ^SSHl^ . 
appropriate departmental office. The a^Uy completed Grievance Form shall be djlivered by ■ 
theXrievant to hi s Immediate supervisor. The Imme.dl^te superyisor and the ne><t level Of 
supervision shall r^ieet with the grlevant within two (2) fuU Working days of receipt of the 
Grievance Forri. The grlevant may have a representative of his choice present at this meeting. 
/ • A written repl/by supervision shall be made to the grievance w ithln three (3) a.11 working d^ys 
following the meeting^ - 

Third Step; <- j . ■ 

If the supervisor's reply from the second step meeting Is not acceptable to the grlevant. h^. 
may request, in writing, a meeting within two (2) a,ll working days with the ne^t appropriate 
r^vel of supervision. Supervision shall meet v^lth the grlevant within five (5) full working days 
of the grlevanfs request and rebW in writing . to the grievance within three (3) a^U walking 
days following the third step t?.eetlr^. The grlevant may have an employee of his choice prdsent 
at this meeting. \ 
Note: Radford College may, however , at Its option choose a panel to hear the grievance In 
i^rdance with the provisions of the fourth step of this procedure. 

Fourth Step: f ^ ^ 

If the supervisor's reply' from the third meeffing Is not acceptable to t:he grlevant he may 
submit the grievance to the fourth step panel hearing. The 7^-=^/°^ ^^"j^^^f ^^fPpP^^^,,, 
hearlr^ shall be indicated by the employee on an additional form obtainable at the Personnel 
office. Request for panel hearing must be received by supervision within seven (7) full 
working days of the receipt of the third reply. , 
A" panel shall be selected in the following mamner: \m„„H 
An employee request for a fourth step hearing shall be sent to supervi|ipn as outlined 

Supervision shall then subrtiit the request with a copy of the grievance form to the president 
. wit^i^ five (5) full working days of receipt. A panel shall be chosen to hear the grievance at 
The fourth step and members shall be selected fV^om among Radford College's -^m'"-^- • 
staff. Its operational staff and non-management employees. No person Involved In an earlier 

Dhase of the particular grievance may serve on the panel. . ^ ^ 

' ThT President shall Jupply within seven (7) a,ll working days to supervision for tran^rntssion. . 
to each party the names of the ten (10) prospective ptinel members to hear the grievance. 

^ ■ /' ■ ' • * ■ " " . ^' 
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' • • . . > . . ■ )'•'■'•'•' . 

The- panel shall be c^omposed of three. (3) or ftve CS) members and shall b^'Chosen in the 
following manner: One (1) or two (2) members shall be selected by the President and \ ■ 
one(1)ortwp(2)membersbythe grievant. The members chosen in' this manner shall 

choose the final panel member, • . ' J ^ i. » „ 

The panel has the responsibility to interpret the application of appropniate agency policies 
and p!^edures in the case. It does not have the prerogative to formtrtateior t^o change po icleS 
or procedures, the panel shall then select its Panel Chairman, set ihe time for the hearing 
which^hall be held as soon as practical, but no more than ten (10) MX working days after the 
panel has been seleJTed and nptifV the emplo^/ee. -^e grievaot may haf^e present at this meeting 
gal counsel at his own expense. Copies of the grievance form shall be ^ 
ion to the panel members. ' ^ . ■ ^ 

rind the entire list of ten unacceptable, he 'may select one (or two of a 
rtve-memoen pane.Jstate employee from the State service at large. The president will ' 
select one (or two) me^er from the list. , The members, thys selected shall choose the final 
member frpm the Ust/ ' 

c Exhibits wlX offered by the grievant or the agency, rr^ay be received in evidence by the panel, 

and when s/received, shall be marked and made par*of the record. ^ ^ 

d The^StiZ shall prqLce such/ddit^nal evidence a^the Panel may deem necessary *? 

under^Zt4 and deTerminatl6n of the,disput;e. W panel shall be the judge reX^;^^'^yan6 
mierXy S the ovidenceyfered. All evidenc^ihall be taken in the presence of the Panel 



representative or le 
sent by^the supervls 
Should the grievant 
five -member panel) 



e r'l^Jr^Tior^i^ decision of t^^e panel shall be f>nal in all its determinations. 

f.' Sa^e to comply with a panel decision or reprisals taken as a result Of a panel decision will 

• » ePanefihairman shal^ specifically inquire of all parties whether they' ha</e^ny ftirther 
Jroors to oSor ^witness^es to beheard.Upon receiving' negatlve,replles,^the Chairman shall 

^htre^rtgs'^^yl^rrro;- by the Pa^on its own motion or <i;;der application of a party - 
for good cae.se sha^n at any time before the award is made. / » , y^^^^ th^ 

' The decision shall be filed tn writing by the Panel Chairman with the Pj^^i; 

fifteen (15) fx^Uwo/king days after the completion of the bearing. The decision ^all be made 
I in-the format attached to this policy. , ,° i h,^ 

Copies of the decision shall be transmitted to thferDlrector of Personnel, the grievant and the 

grievant's supervisor. » 
Note: The parties to the grievance, by mutual agreement, the Director of Perysonnel or the 
Chairman, may extend any. or ^11 of the time periods^established in this P;;--^-' . 
Failure by the employee to process a grievance within fi«.time limits or agree upon extension 
shall constitute termination of the grievance. . ' i ^ 

Nothing in this procedure is intended to circumscribe or modifV\the existing right of any State 
agenc^to do the following . provided hcwever , that none of mpseVlghts may be exercised in 
an arbitrary or capricious manner^ \ ' ^ 

n Hirprt the work of its employees; \ . ;^ 

b! hirefpTomote, transfer Ja^a^gn and retain employees in positions within Radford College; 
c. maintain the efficiency of governmental operations; ' , ^ ' „, 

d TeUeve employees fhom duties because of lack of work or for other, legitimate reasons; 
- e! takL actons as may be necessar^; to carry out the duties of the -"^^e in emergencies and 
f . determine the methods, means and personnel by which operations are to be carried on. 

Supervisory Instructions " ■ 

• A prime duty of the supervisor is tAg prevention and reduction of employee complaints and 
grieYancerEqually important, of course, is the prompt and proper handling ,of such complaint. 

^;^;:rs?t^rtoTeTtirgTe'vance. is at;he very time they are presented', and by the supervisor 
of thl aggrieved employees Problems that are left unattended or that are t^kicked upstairs" have 
' a way of growing larger and more difficult of solution. , =r.A » 

, ?n order tolsstst in proper methods ofgrievance handling, we offer the following tips and - 

*'how to" techniques: . . ^ ' . . 
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Set'^The Atmosphere 
First 



Flrtl 




- ^ problem-solution ortji^e.d. that Is , develop a sincere desire to settle the 
problem as quickly anXj^diciously as possible. 

Second - set the stage for th/Trlevance meeting. Select a quiet place where you will 

not be Interrupted. - ~ , ,, ...11^ i^c= 

Third r- Be prepared to listen - and listen well. The employee usually really feels^is 

grievance Is of great importance to him. ^ ^ u. 

Fourth - Avoid confrontations and^open conflicts - remember you are trying to/esolve 

- eTTertaTi'to conform to the requirments of time lirhits set fortlvih the , . 
Grievance Procedure Policy. , ■ /' . ,^ 

Th© above .are related only to the conduct of your meeting' with the emplo^e^, whe^er 
be a fii^'st, second or third step grievance. 
■ / . 
Hy>dling Tfte Grievance 

^ Grievances are define/ ^n the grievance procedure as alleged vl/ations of P°"=y. 
application.of policy. Th/greivance may be 4eAL or it may '^^^^gi^^^'^^^^ 
grievance/as if IuXU/eAL anrfset for^th on a pattern of thoughfaW=5ed at^^KJTvtng the 

'"'^HeXrone apo^c^^ problem solu^UoUatis^ime test/ and simple. Read it over and 
over again ^nd become expert ^t the steps^. 



Hov> To HandleA Problem 



1 . GET 



/ 



A' 




3. 



4. 



FACTS . ^ 
. ^,lew the r^ecor^d. 

Find out what rules and customs apply, y ^ 
Talk with individuals concerned. ' ^ 

Get opinictns and feelings. , 
Be sure ypu Ipave the whole story.'^^ 
WEIGH. AND DECIDE 

\ Fit the facts together. - 

Consider Iheir bearing on each other; . o 

What possible actions are there? 
Check practices and policies. 

Consider effect oa individual and the group. ^ 
Don't ^jump to conclusions. 
TAKE ACTION 

■ Are you going to handle this yourself? 

Do you need help In handling? 

Should you reefer this to your Supervisor? 

Watch the timing of your action. 
Don't pass the buck.' 
CHECK RESULTS 

How sopn will you follow up? 

How ofter will you need to check? 
. Watch for changes in output; attitude and relationships. 
Did your action provide a solution to the p^oblem. 
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47. 



AqCIDENT REPORT 



This^feport should be turned in within twenty-four (24) hours of any 

accident'. It will help the injiifed person receive prompt compensation and 

bring attention to existing work hazards. Fill out and turn in to the mam 
office>of your department. " 



NAME OF INJURED PARTY 

LOCATION OF Accident:' 

/ 

-TIME OF 'ACCIDENT, 



DEPT: 



DATE ACCIDENT OCCURRED, 



AM 
PM 



WAS MEDICAL TREATflENT GIVEN?_ 
NAMES OF WITNESSES: _1_ 



IF SO, WHERE:. 



Brief DESCRIPTIJDN OF HOW ACCIDENT OCCURRED: 



DID ACCIDENT OCCUR DURING WORKING HOURS? YES NO 

.WAS EMPLOYEE INSTRUCTED REGARDING HAZARDS OF JOB?. YES _N0 
WAS THERE LOSS OF WORK TIME INVOLVED? _fES ^NO 




COMMENTS CONCERNING ACCIDENT, ^PREVENTION OF RE0CCURRANCE,'ETC. , BY IMMEDIATE 
^SUPERVISOR.: . < ' ,. ' 



'V. 



SIGNATURE: 



DATE: 



DATE REPORT RECEIVED, 
COMMENTS : 



-FOR PERSONNEL USE ONLY—- — t- 
TOTAL TIME LOST 



PERSONNEL DIRECTOR _DATE_ 

^ ■ ■ 

- • 48 ' ' , . 
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Trainincji and Service Programs 
Orientation 



This will bq a scheduled rnonthl/meeting vyhich all new permane<j^^ployees ai^^ recjuested 
to attend. Members of Persbnnel>lll present a review of pplicies^gulations andrempldyee 
benefits. Packaged handouts w>l1 provide more specific ihform^t6n Concerning such areas as 
retirement, life insurance, hc^spitalization, grievance proced>ir<ea, leave records, equal - 
Oppor^tunity policies, etc. Appointments will be made to s^ice individual needs not met by the 
orientation meeting. / / / ir 

' ■ / y ■ .. ■ 

Supervisor Training ' ' 

' ~/ .■•/'' ' J» ■ . ^ 

' Training or i/^formation session^ covering pne/>r more specific topics mw be coordinated . 
by Personnel W(th major department administrators to provide lower echelon^ supervisors with 
instr^iction on upgrading present activities ^dirt»plementing new p^rograms. It will, also pr;Oylde • 
for lower echelon input a^ "gripe" session. Individual departments will be encouraged to integrate 
a portion of^heir training program to increase the utility of such sessions; These sessions y^U 
initially focus upon the Auxiliary Enterprises and Physical Plaqt areas. 

Special Em ployee Meetings " / * 

' ? / r ^ ■ < ■ 

When information must be disseminated to tx large segment of employees, programs will be 
scheduled for large audiences. An example occurred during fHe implementation of the State Blue 
Cross/Blue Shield Hospitalization Plan which was applied equally to all State employees i.: All 
Radford employees were informed through grotj)p meetings.^ 

Exit interview ' ' & ' ^ 



Prior to an employee»s separation from Radford College, an appointment will be made with the 
Personnel Office. During that appointment the employee would.be advised as to availability of 
conUnulng benefits (hospitalization,, retirement, etc.). Those retiring'at sixty-rive will be 
contacted at an earlier date and ^vised concerning application for Social Security and State 
retirement benefits. The individual leaving will be requested' to volunteer reasons for ~ / 
resigination and provide observation^ concerning the working environnnent at Radford College. / 
' Upon sepaVation, an employee must return his Identific^ion Card to the Personnel Office. 
The Personnel Director will notify the Security Office, who yyill ^e responsible for rehioving the 
parking decal . " - ' 

Professional Staff Personnel Policies • ' , 

The Professional staff member^ are not covered by the Virginia Personrml Act nor by the 
Vacuity Per'feonnel Policies. Therefore, the followirig personnel poVicies for^ professional staff 
members have been developed: , • ' / ■ 

. - ^ <> .. .. ^ 

1. Pre-employment Procedures / 

a. Tl-^e immediate supervisor of a ^ro^pectWe professional staff rr/ember will discuss the 
qualifications that are x^onsidered to be essential for successful performance in the position 

sought. , ' ' . . 4.U 

b. The immediate supervisor will discuss also with the candidate the criteria for the 

evaluation of performance in the job. 
Policies and Procedures During Employment . ^ 

,a. Annual Leave \ 
(1) Personnel 0^/12-- mop th appointments 

(a) Annb^leave is authorized as follows:- 

0-5 years of service - 12 days, per year ^> • 

^ 5-10 years of service - 15 days pery^ar 

10+ years of service ^ - 18 days per year ♦ 
In addition to the aforementioned leave', professional staff members will, also ^ 
be granted leave equal to the number of Legal State holidays granted Virginia 
classified employees which professional staff mepr^ber^re required to work. 

(b) Annual leave is n on- accumulative from one year to the next and must be taken ^ 
no later than August^l , following the completion of fiscal year, 

(c) A professional staff /nember who resigns or is terminated during the year will 
■ be paid for accrued days not taken only if his/her supervisor cannot arrange 

for the teavQ to be taken prior to departure 
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(2) Personnel on nine-month appointments. ^ 
(a) Annual leave Is not authorized. 

(by Personnel are not required to be present during Periods when ie colleOe l^ not 
m^sessCon (between quarters and offlolal college holldaysV ^ 
Sick Leave ^ ^ y 

o''n''Jl';'i'j^^^ P^-^ «^ authorized 'd.erfionnel 

on .twelve-month appointments. • personnel 

(2) Twelve (12) days^of sick leave per year (,-j/3 days per rnonth) ar^ authorrzed^bLannel 
on nine-month appointments. • • '^'^i'^ea«»persOnnel 

diys^'at aTme;: '"'^ '""^^^ °^ ^^^'^ ^^T\[3] conse\utlv. 

(4) Sick leave may be used for maternity leave. . * 

^m-.A^'^lT'''^ certificate may be required for an absence exceeding three (3) days 
re:, sick leave may be accumulated, but no payment for unused sick leave wi I be made 
rupon departure. • «ti -^c rnc»ue 

S/aluation 

fe:;; L^i!rr'' '''''' ^'^^^^^ ^^-^^-^'-^ 

Policies and Procedures for Termination >' ' ^ 



(3) 



/ * a. pismlssal 




(1) A professio,^l staff member may be dismissed without notice only for proper cause 
to-wit: misfeasance, malfeasance or nonfeasance in the performance of his duties' 
or conduct otherwise Involving moral turpitude 

: ?rcrjrfonow;;'^^'°'"' "^^^^^'^ ^^^^ ^'^'^'^^^^ ^^'^^ ^'-^ ■ 

0- 1 yean of service - 30 days 

1 - 5 years of service - 60 days ' 

5-10 years of service - 6 months ' ' 
10+ yeans of service - f year j 

b. ffuVensi^n'"'"' ^"-^'''^^ ^ -^—e a3 possible. 
oriTjsilnM\TJr" "T" ^"^^^'^'"9 under paragraph 3a(1) above is suspected, a 
aTlnveirStlon '"^'"'^^ "^^^ ^^^^^^^'^^ ^'^^ ^-^'"9 --ome of 

c. Retirement " - 

A professional staff member must retire no later than at a^e 65 or at the end of the first 
between'^r 7'';^ ^'"'"'"^ individuals ..aching age 65 during the per od 

fhoTnd 1 '^""^ '-^"^ '"^^ beginning of >he falf quarter must reUre at 

the end of the month in which age 65 is reached. / /N. muse retire at 

4. Grievance Procedure 

VirgS 'h^rre"on^wTd"n"'"'''"'°' Classified Employees b^lne Commonwealth of 
Crvt^Jnce Procc^^lT^tvis^d^rMl: 7^7. ^T^' °' 

Profo^-inml c-, « , ^^^^^ ^ ^ ' ' G'^'^^^'n^o Committee for Non-Classlfed 

Profe.-,.,onal Staff is designated as the fourth step panel specif.ed In the grievance procedure. 

frn}£l?X'V°'2i f!?JJ?>«s c^nd Procedures"' for Faculty 

— 1 ^ „ _ jr 

Procedures for Recruitment and Appointment of New Faculty 

1 . The Doi^artment Chairman, as authorized by the President, the Vice President for Academic 
Sommu\eT to ^haJUnitiate the procedure by advising the DepartmenTpIrsonnel 

Committee to Iho effect that recruitment is possible ^ 

omc?s° CeT'hri^man'i ^^Tn"*^' -commend througl^, the usual administratite 

cSractiT^'cJnf .H ' Academic Affairs) the desired . 

Characteristics of the new person(s) as regar^Js specialty, etc. 

ini re'the "r?'^ ""T^^ Affirmative Action Plan, the Department Chairman shall 
Thau be soHcited f" f ^"=7'— nneasures. and Input negarding possible Candidates ' 
snail be solicited from department members at large 

■ ^^-^'--^^^ Chairman ;ha,l pass them In turn to the Department 

^' n^t^T"'j^Z' Committee shall recommend thrc^ugh the usual administrative 

B Thl Deo ''f °' candidates to be invited to the campus for a personal intervirw 

S. The Department Chairman shall contact the candidate ^lew. 
?r-!7 "^''.^''^"^'^^'^s' = to the campus, they shall be Interviewed by all available 
dopartment^members and members of a student interview committee, and the D.p^^^^^^^^ 

C^pporntmer'"^^ """^ ^-^^"^.^'^^ ^^^'^^^ °^ -"^'^-.^ thXcC^^end 

vvho ?'^'^''"'^"^^'^[,C:'^^^*-n.an shall make'salary and rank recommendations to the School Dean 
. Who in turn shall make his recommendations to the Vice President for AcadrmlcS-rs ' 

/ • • 50 • . . ■ ■ ... 
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9. Th<^ Vice President for Academic Affairs .aftet> conferring with the President shall communicate 
with; the approved applicant. ^ , 

10. Information shall then be disseminated to the departmental faculty, 

'Policies for Awarding of Rank to New Faculty ' 

The- following shall be minimal qualifications for appointment to the four ranks indicated,- 
A. Instructor^ 

1 . Holds the Bachelor's degree and has specialized experience which fits the position 
to which appointed, or 

2. Holds the Master's degree. » 

B. Assistant Professor ' • ^ 
1 • Holds the Master's degree and has five years of satisfactory service at other 

accredited collegiate Institutions, or 

2. Holds the Master's degree and has six years of other specialized experience 
which fits the position to which appointed, or 

3. Holds the Doptor's degree. 

C. Associate Professor 

1 . Holds the Doctor's degree and has eight years of satisfactory service at accredited 
collegiate institutions, at least five years of which must be w,^ith the doctorate, or ^ 

2. Holds the Doctor's degree and has 12 years of other ^jpecialized eA;perience which 
fits the position to which appointed, or' . »• ^ 

3. Holds the Master's degree, and has made over a period df 1 6" year ^ unusual 
scholastic Contributions in his field (including research and pubUcatib.ns, 
creations and performances). ' . 

D. Professor 

Holds the Doctor's degree and has 12 years of satisfactory service at accredited 
collegiate institutions, at least eight years of which must be with the doctorate. " " , 
Exceptions to the above minimal criteria may be made in cases of exceptional need or. merit 
upon recommendation by the Department Chairman, the Department Personnel Committee, and 
the School Dean and with the approval of the Vice President for Academic Affairs. 

The highest held degree must be in an area appropriate to tlie specialized fiSld^f teaching. 

Criteria for Faculty Promotions 

The following yhall be minimal qualifications for. promotions to the three ranks indicated; 

* ■ ■ , 

A. 'Assistant Professor 

1 . Holds the Master's degreq and has three years of satisfactory service at accredited 

collegiate institutions, including Radford College, or 
2. f ias earned a Doctor's degree while serving at Radford College. 
Associate Professor 

1 . Holds a Doctor's degree and has six years of satisfactory service at accredited 
■collegiate institutions, including Radford College, at least three years of which 
muiit be with the doetorate, or 
2. Holds a Master's degree but has made through 16 years of service at Radford College 
unusual scholastic contributions, including^ exemplary teaching , apd (a) research 
and publications, or (b) creations, or (c) performances. 
C. Professor . . 

1 . Holds 45he Doctor's degree and has t^jn years of satisfactory service at accredited 
\ collegiate institutions, including Radford College, and 

Has at least six years of service with the doctorate, and ' ^ 

' Has six years of service as Associate Professor at Radford College, or has made 
• at Radford College unusual scholastic contributions, including exemplary teaching, 
arrd (a) rescarch^and publications, or (b) creations, or (c) performances. ^ 
Exceptions, to the above minimal criteria may be made in cases of exceptional ncCd or merit 
upon recommendation by the Department Chairman, the Department Personne:i Committee, and the 
School Dean and with the approval of the Vice President for Academic Affairs. 

The highest held degree must^be in an area appropriate to the specialized field of teaching. 
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Promotions are not to bLatitomatlc upon achieving the above criteria. All promotions must 
be earned by exemplary service and have the recommendation of thfe. Department Promotion 
Committee, the Department Chairman, and the Dean. , , 

Procedures For Recommending Promotions 

Requests for promotion may be Initiated by either the faculty naember concerned or by any 
member of that faculty member's department. Requests shall be submitted In writing to the 
Department Chairman who shall notify the faculty member and the departmental Promotion 
Q^rnmittee ^ for the rank to which It Is prbposed that the faculty member be promoted. The 
candidate fbr promotion shall be given an opportunity to submit documents to the Promotion 
Committee. 

Thq Promotion Committee shall mak^ Its recommendation to the Department Chairman who , 
shall forward this recommendation, together with his own, to the Dean of the School. The School 
Dean shall meet with* the Chairman of the Department and the Chairman of the Promotion Committee 
to discuss the proposed promo'tlon. After the School Dean has reached a decision, he shall 
forward his recommendation*' together with those from the departmental agencies to the Vice ^ 
President for Academic Affairs. It shall be the responsibility of the School Dean to notify the 
candidate if the recomcnendatioQ is negative. The candidate may then appeal, if he chooses to 
do so, to the,paculty Grievance Committee which shall make its recomnr^endatlons tc^e Vice 
Pr^^iddht for Academic Affairs. The Vice President for Academic Affairs, after the completion 
of any necessary appeals procedures, shall submit a recommendation to^the President oHhe , 
College who shall in turn subcnit hlsVecommendatlon tp the Board of Visitors which must approve 
all faculty promotions. \ 
^ There shall be thred departmental promoti^on committees. These are: 

1 . . Promotion to Professor: All departmental members (except Chairman) who hold 

the rank of Professof, - ^' . 

^ a, Pronibtlon to Associate Professor: All departmental members (except Chairman) 
who hold the rank of Associate Professor or Pr6/essor. 

3. , Promotion to-Asslstant Professor: All departmental mennbers (except Chairman) 
who ho-Td the rank of Assistant Professor, Associate Professor, or Professor. 

In Une event that a Promotion Committee has less U^an two members, then the department, . 
less the candidate ahd the Chairman, shall serve as the Promotion Committee, or the department 
may elect a Promotion Committee. 

P olicies and PrO ( ^edures Governing the Granting or Denying of Tenure 

1 , Procedures for recommendations and appeals for tenure: 

A. Recommendations for^Dr against granting pf tenure shall be m^do during the Fall Quarter 
of the last-«probationary year by the: ^ - ' 

1. Department Personnel Committee, and the 
3. Department Chairman 

B. Well in advance of formal deliberations, t)ie Department Chairman and the Chairman of the 
Personnel Committee shall notify the candidate for tenure, offering him the opportunity to 
furnish information pertinent to his qualifications. 

C. Independently, tine two agencies above shall make written recommendations accompanied 
by justification to the Dean of the School, who shall then forward his recommendations 
together with the recommendations of the other two agencies to the Vice President for . 
Academic Affairs. Should the recommendation by t^e Dean be negative, the School^. 
Dean will so Inform the fs^culty member. 

D. If the Dean recommends against tenure, the School Personnel Committee shall have 
appeals jurisdiction. If the Dean recommends granting of tenure, whereas both 
department agencies recommend denial of tenure, the department agencies may also 
appeal to tine Schdol Personnel Committee. ^ ^ ^ 

E. The School Personnel Committee shall report its r^comng^endatlons on any appeal to-the 
Vice President for Academic Affairs. ^ ' 

; F. The Vice President for Acadeh^ic Affairs shall Wke his reGommendat^ons to the' President; 
The President in .turn shall hiakc his recommenclaCions to the Board of Visitors for final 
decision. 

G 1 . The gr-anting of tenure for faculty members serving in atimlnlstrative positions shall 

• ' . ' be limited to persons serving in the positions of President, Vice President for Academic 

' • ^ . / / ^ , • 
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Affairs, School Qeans, and Dlifrector of Student Academic Adv/islng Services. (Department 
Chairmen are considered to faculty members.) This limitation shall not apply to 
acfcr^inistrators with faculty rank presently serving in administrative positions at 
Radford College. Normal procedures for the granting of such tenure will be fpllowed.- 

2. The retention of tenure onpe^ gained by any person serving in one of the ^bove 
positions shall require that these administrators continue the present practicQ, If at 
all feasible, of teaching one course each academic year. 

3. . Other administrators may be given rank, but these administrators cannot acquire 

tenure without relinquishing their administrative 'assignments, and assuming ftjU- 
time professorial duties providing that an appropriate position is available and 
that the appointment is approved in the same manner as are all other initial 
appointments. Years of service as a full-time administrator shall not be counted 
as part of the probationary period. ,v 
,4. Administrator^ holding rank may,^should th^ir administrative assignmients be , . 

terminated, be assigned full-time teaching duties on a temporary basis with 
appropriate adjustments in salary. ^ . 
Probationary Periods: ' 

A. The probationary period relating to tenure for all Instructor and professorial ranks- at 
Radford College shall be'6 years. ' 

B. Leaves of absence,. with or without- pay, shall not be counted as part of the pro'bationary 
period. ' 

C. Faculty hired 6n a temporary basis shall not be eligible for tenure unless later hired 
as permanent faculty. If hired as permanent faculty, the probationary period shall 
include thosd'^ea^^ of full-time continuous and uninterrupted service as temporary ^ 
faculty. . . , ^ ' * 0 

D. Faculty hired on a part-time basis shall not be eligible for tenure. Should a part-time . . 
faculty later be hired on a full-time basis, previous part-time service shall not be 

counted as ^p^t of tlie probationary period. . • 

E. Tenure may, in exceptional meritorious cases, be awarded prior to the expiration of 
the probationary period. In general, however, tenure should be determined at the 
completion of the probationary period and not one year prior to the close of the 
probationary period. Should a Vacuity member be notified that he will not be 
reappointed, he will, of course, be able to continue in the employment of Radford 
College for one additional academic year of employment after the end of the probationary 
period. ■ 

Procedures for Recommending. Reappointment or Non-rGappointment of Non-tenured Faculty » 

A. Recommendations for Or- against reappointments §hall be made^annua-lty by the: • . 

1. Department Personnel Committee,; and the 

2. Department Chairman * / 

B. . Independently, the two agencies above shall make written recOjj»mendations accpmpemied" 

by Justification to the Dean of the School, who shall then forvyard his recommendations 
together with the recommendations of the other two agenciesJto the Vice President for 
Academic Affairs. Should the recommendation by the Dean be negative, the School 
Dean will so inform the faculty member. 

C. If the Dean recommends non-rcappointment, the School Personnel Committee shall 
have appeals jurisdiction, if the Dean recommends reappointment, whereas both 
department agencies recommend non-reappointment, the department agencies may 
also appeal to the School Personnel Committee. 

D. The School Personnel Committee shall report its recommendations on any appeal 
to the Vice President for Academic Affairs. 

E. The Vice President for Academic Affairs shall make his recommendations to the 
President. The President in turn shall make his recommendations to the Board of 
Visitors for. final decision. 

F. Notice of non-reappointment or of intention not to- recommend reappointments to the 
Board -of Visitors shall be given in writting in accordance wiWi the following standards: 
1 . • Not later than March 1 of the first academic year of service if the appointment 

expires at the end of that year; or, if a one-year appointment terminates during 
' an academic year, at least three months in udvance of its termination. 
^. Not later than December 15 of the second academic year of service, if the 

appointment expires at the end of that year; or, if an initial two-year appointment 
\ ^ terminates during an academic year, at least six months in advance of its 
^ Vi termination. * 
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3. At least twelve months before the expiration of an appointment after two or more 
yc0rs In the Institution. ^ 

4. Tenureid Faculty Plan ... . ^ 
Each department at Radford College shall develop a tenured faculty plan subject to 
the approval of tho appropriate Dean^ the Vice President for Academic Affelr^, and 
the President. This departmental policy shall be communicated to all newly 
employed faculty as a part of the terms of their Initial employment. 

5* Criteria for Tenure 

• A. Projected need for Individual's e)^pertlse within the department. 

B. Teaching effectiveness. 

C. Advising students effectively. j^' . 

D. Prdfesslonal development; 4 

1 . Active involvement In professional organizations. " 
2.. Formal study In an appropriate area (appilcable primarily to those withouf 
terminal degree or Its equivalent). 

3. Relevant research, wrltltig, publishing, pffcfbrming, creating, or oth^r 
activities which involve professional study aj^d growth. 

4. Current activities Involving professional leadership. 

" E. Active participation In college-sponsored co-currlcular activities, when given 
the opportunity. 

F. Active participation in department, school, and college-^A/ide committees, when 

given the opportunity. ^ A ^ u 

p. Prolesslonal cooperation with colleague! within the departnnent, school, and 

\ Institution. ^ ' ^ ' ^ ^ 

^. Positive contributions to th^ development of the objectives of the department, 

/ school, and Institution. 
FVocodures for IH:valLfation of Faculty " . 

1. ^ evaluations shall be prepared annually for all faculty. . u ii 

2. The Department Personnel Committee, the Department Chairman, and the School Dean shall 
each evaluate ^ach faculty nriember. ^ " ^ . >i u 

3 Criteria fot^ evaluation by all three agencies shall be the same criteria already adopted by the 
Faculty Affairs Council fop determination of tenure with the exception of "projected need for 
Individual's expertise within the departments" * 

4. .The Department Personnel Committee shall initiate evaluations as follows: 

A The Department Personnel Committee shall forward .to all faculty an informational 

questionnaire so that all faculty shall have an annual opportunity to furnish the Department 
Personnel Committee with the basic data considered'r^elevant to evaluation criteria. 

B. The Department Personnel Committee shall' administer any College-Wide student 
evaluation form' as finally adopted by the Board of Visitors. Results of the student 
evaluations shall bo rriade available to the Committee, and also to the faculty member 

. -.■ ,, . ff ■ . 

concerned. 

C. rf\e Department Personnel Committee shall circulate to all department faculty a 
faculty evaluation form based upon the evaluation criteria and including an overall 
rating of the professor as Very Good, Good, Satisfactory, Needs Improvement, or 
Unsatisfactory. . Jhe forms shall be completed, signed, and returned to the Personnel 
Office, which shall retain the originals and have photocopies, with the signatures 
eliminated,forwarded tb the Chairman of the Department Personnel Committee^ 

D. Data and comments from the above sources shall be summarized by the Department 
Personnel Committee'. In addition, the Department Personnel Committee shall then 
collectively evaluate each faculty member as Very Good, Gpod, Satisfactoijjj^, Needs 
Improvement, or Unsatisfactory. 

E. All faculty members shall be given the opportunity to respond to the tentative evaluations 
of themselves by their, respective Department Personnel Committees before the 
evaluations are submitted to their Department Chairmenl Each response to a tentative^ 
evaluation may be either written 6r presented verbally In conference. Each written 
response must be received no later than three days after the Individual responding has 
seen the tentative evaluation. Each conference must be requested no later than two days 
after the tentative evaluation is seen. After the response is presented, the faculty member 
shall be Informed of the decision of the Department Personnel Committee before its 
evalyajtion is given to the Department Chairmcxn. 
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> F, ■ Th|^Dep,artrnent Personnel Committee's summary/and overall evaluation shall be'^ forwarded 
, to the Department Chairman. ' All other ^nate rials of the Department'^Persohnel Committee . 
sliaVl be made! available to the Department Ch^ Custody thereof, 

' . "howeyer/shail rcrrlaih with the Oepar;tit>ent Personnel Co^ Members of the 

Depa^tcnent Personnel ConRmittee who disagree with the Cdpimittee^s SUmmary and/or 
overall, evaluation for any jpne faculty member may submit a minority report |o the 
Department Chairman. V;;, * . ^ - - . 

5. The*Departmentqh^lirman shaN also prepare a faculty evaluation form for each faQq]ty membe,r, 
attaching thereunto his e^ialysi^, if an^, bf the summarV and evaluation fijmished by the 
Department Personnel Ct^mi^e. All faculty members shalj be given the opportunity to respond 

» to the tentative evaluationsN^f * by their Department Chairman bfefore the Chairrrjan's 

evaluation is given to the Schbbl De^n. the same procedures as are outlined in part 4, E, 
above will apply . to faculty who wish to appeal the tentative evajuatibn of themsfelyeai^by the 
Department Chairm'an. ThQ Department Chairman shall forward his completed evaluations ta 

.ttie School Dean, together with the Department Personnel Committee's isumimary and evaluation* 
The Chairman of the Department Personnel- Comhmittee shall also make available to the Sahool 
Dean, upon request, all 'material collected by the Department Personnel Committee. 

6. The SChool'Dean shall also prepare a faculty evaluation form for eachrfacul^member, likewise - 
attaching his analysis, if ^y, of the nummary and evaluations forwarded by the Department 
Pe»-sonn6l Committee and the Department Chairman. If the. Dean.'adds an evaluation. . . (see 
Level Two on ateachm-dnt>. . . as a^result of this conference. Any faculty mem^e^r ^ho is'hot 
satisfied with an evaluation after the above conference may appeal to the appropriate School • 

, Pers-onK^el Committee, which shall review the matter, conduct hearings where needed, and , ■ 
. . -rGcommend appropriate action to the.'Vice l^residenttpr. Academic Affairs. All other materials, 
' ome»^ than the.sum^t'nary and evaluations of faculty, shall remain confidential unless a case is 
" brDuSht bpfore the School Personnel Committee oiN^he Academic Freedom ^d Tenure Committee. 

In inst<^fice of ci^peals, all Department Personnel Comn^itte<p. materials pertinent to the^c^se shall 
■ 6e m/de available only t6 the -members of the School* Persc;^hnel Committee or Acadeh^ic Freedom 
and TcnuT-e Cqminolt^ee-. " * ' 

7. For purposes of s'alahy decisions, a faculty member may be ineljgible_f5r a standard raise only 

* " if two of„^the thf^ee'evaluatflpn agerScies (Department Personnel Commttt:ee, DepartPnent^Chairman, 
' arSd School pean) evaluate him a^s "Needs Improvement", or "Unsatisfactory" 



Procedure^ Pbr Facult y ETvaluation pf Ct^irmen 



7 

s^lua 



1 . H~'Valuations shall be prepat;ed annually for all department Chairtrien.^ . 

g. The Department Personnel tommittee an^d M:he Sphool Dean' shall be responsible for e^^luating 

the Doparlment Qhairm^tt^-*'" 
3. Criteria for evaluation shall be the same as for all faculty with s6me appropriate additions. . . 
4.. T^G Department Personnel Cprnmittee shall initiate its evaluation as follows; - 

A. It shall administer and corfegt^ the same informational data and student evaluati6n data for 
the Department Chairman as fdr all department faculty. ^ 

B. ' The Dcpartmer^ Personnel Committee shall circulate to all faculty of the department a 

Ch^rman evaluation form based upon the evaluation criterUa and including an overall 
evaluation of the Chairman as Very Good, Good, Satisfactory, Needsjmprovement, or 
UnsBftlsfactory. The forms shall be completed, signed, and returned to the .Personnel 
Office which shall retain the origir)als and have photocopies, with the signatures eliminated, 
forwarded to'the Cliairman of tlie Department Personnel Committees'.^ 
, C. Data or coh^ments from the above sources shall be summarized by tJ^e Depdrtment ^ 
Personnel Committee.- In addition, the Department Personnel Conrimitt^i^esliAll then 
colleqtively evaluate the Departnrtent Chairman as Very Goq^d, Good, SatiVfactor^, Needs 
* Impro'C^ement, or Unsatisfactory. ^ ^ ' 

D. Each Chairman wiVl be given the'opp6rtunity to^ reSpond to the Personnel Comnpittee's 
tentative evaluation of the Chairman before this is forwarded to the Dean. These appeal 
procedures shaU be the same as those described for faculty in the section above entitled 
Procedures for Evaluatior^^of Faculty , part 4,E. *- ' 

E. The Department Personnel Committee»s summary and overall evaluation shall b^ forwatxJed 
tb the ISchool Dean. All Committee materials shall be mvade available to the School Dean 
V»Pon request. Members of the Department Personnel Committee who disagree with the 
summary and oveV^all evaluation may file a minority report with the School feean. 

5. The Sphool Dean shall also prepare a Chairman cv|ilu&tion form, attaching-his analysis,^ if any, 
V o? the summary and evaluation furnished by the Department Personnel Committee. Thefoean 
shall co^murSica^te this evaluation to the Department Chairman in wHttng. If the Chairman 



wishes 'to appeal any of his evaluations, he shall request # conference between himself, the 
D6an, and the Chairman of the'oopartment.Personnel Committee within three days. of the 
receipt of the Dean's evaluaticin. The Chairman may ask to have the- presence of a faculty 
advisor at this conference. An^^ evaluation may be changed as.'a result of this confere;nce. 
The School t3ean shall forward his evaluation of the Departm6nt Chairmen, tbgether with the 
Department Persongel Committee's "summary and overall evaluation, to the Vice President 
for Academic Affairs. The School Dean shall ,also rhake available to the Vice President all ^ 
•Department' Personnel Committee materials upon request. 

After the Vice Presidtjnt for Academic Affairs has prepared his evaluation, if any, of 'the^ 
Department Chairman, the signed 'evaluations of both the Vice President for Academic Afrairs 
and -the Schdol Dean, as well as the summ&rv and evaluation of the Department Personnel 
Committee, shall be presented personally to the Department: Chairman by the Sch!3ol Dean, 
who shall at the same time, make and/or summarize suggestions for iropros^men^ls^n the 
part of the Chairman. Any Department Chairman who is not satisfied with an^l.uation after 
the abpve conference may appeal to .the appropriate School Personnel Commj^ee, yvhtch shall 
review the matter, cbnd'uct hearings whenB needed, and recommend appropi-tate action to the 
Vice (^resident for Academic Affairs. DepartiT^cnt Personnel Committee materials, other 
than the summary and evaluation of the Department Chairman, shall remain confidential 
unless or until a case is brought before the School Personnel Committee or the Academic 
Freedom and Tenure Committee, at which tiipne all Department Personnel Copnmittoe material 
pertinent to the case shall be made available Only to the members of these appeal committees. 
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Procedures for Faculty Evaluation of School Deans 

1. Evaluations shall be prepared annually for all School* Deans. * 

2. Criteria for evaluation shall be the same as for all faculty with some appropriate additions. 

3. The School Personnel Committee'^ shall initiate the evaluation, ag follows: 

A. Tfcie School Personnel Committee shall circulate lo^U faculty in the School a Dean 
evaluation form including an overall evaluation ©f the Dean as Very Good, Good, 
Satisfactory / Needs Improvement , or Unsatisfactory . The 'forms shall be completed, 
signed, and returned to the Pensonnel' Office which shall retain the originals an^ have 

.; photocopies, Wfth the signatures eliminated, forwarded to the Ch.airm^an of the School 
Personnel Comnriit^tee. * \ ^ J ' i 

B. Pata or coiTtments from the above sources ^hall be summarized by the School Personnel ♦ 
V Committee^ The School Personnel "Committee summary, together with copies of each 

Dean Evaluation form shall be forwarded to the Vice President for Academic Affairs. 
Members of the School P6rspnnel Committee who disagree with the summary mp^nie 
a minority report with the Vice President for Academic Affairs. All School Personnel 
Committee rpaterial shall be made available to the Vice President fOr Academic 
Affairs upon reqUest.. • ' c i • 

4. The School Personnel Qommittee's suwimary shall be presented personally to the School 
Dean by Uie Vice President for Academic Affair^ who shall , at the same time, make and/or 
sumrnarize Suggestions for improvements on the part of the School Dean. 

♦ For evaluating the Graduate Dean, the Graduate Affairs Council (excluding the chairman) shall 
serve raUier tlian thQ School Personnel Committee. 

Policies and Procedures Governing Faculty Salary Increments ' 

*' 

1 The college sKall adopt standard college--wide raises by rank, each rank receiving "X" 
number of dollars, the total standard raises to amount to no less than 75 percent of the total 
money available for faculty raises, and the ration of increments by rank to be 7/6/5/4 for 
Professor, Associate Professor, Assistant Professor, and Instructor respectively. A faculty 
member who is given a '^needs improvement" evaluation may be given little a^ one-half of , 
the .standard raish for his rank. A faculty member who has an "unsatisfactory" evaluation may 
be given no raise vvhatsoever. • * ■ 

2 The remaining totaYssalary increment money available shall be used for merit salary 
increments, increments due to prorriotion in rank, and, in some special circumstan|#, for 
r^deiping any demonstrated salary inequities. Merit shall be deter mih^d by cs^^^d 
faculty evaluation procedures. *i>fjf4#BP^^^^ 

3. In those years when the amount pf money available to th^'coUege fo^^^fdpT increments as a 

perc^Dt^f total faculty salaries is considerably less than th0'>qfFWarfederal government cost 
^- gt^ng increase, th^^^lege may in recognition of i3!«tm*#i*^Heed temporarily suspend the 
^- /merit system and may fcommit more than 75 percJ^n^; even 100 percent, of the money 

avaifa^le for salary increments to standar^-faisds for all faculty evaluated as satisfactory 
or better and using the formula asscrib^d above. a ■ - 

4 For purposes of salary decisions,-a faculty member may be Ineligible for a standar^d raise 
. only if two of the evaluation agencies (Department Personnel Committee Department 
Chairmarr, and School Dean) evaluate him a0 "needs improvement," or unsatisfactory. 

Teaching Load- ' ' • 

Faculty members normally teach from twelve to fifteen quarter hours of course work per 
quarter for full-time .employment. In axldition to the normal instructional load, all faculty are 
expected to assume other professional responsibilities such as advising students , serving on 
college committees or councils and maintaining, regular office hours. _ • ■ 

In addition to emphasizing effective teaching, the college encourages faculty members to do 
independent research or-to become involved in original creations or performances to enhance thetr 
rofessional development. » 

oVside .Employment Faculty ' *' ^ 

acuity and staff who are employed full-time are expected to devote their time and efforts 
primiirilyM their college duties. The -acceptance of other remunerative involvemant on a regular 
basis^ust. therefore, be car^i^fully regulated. The college ctoes, however, recognize that a 
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i limited amount of outside wor?k for private compen5,ation may contribute to an individual s ^ 
professional advancement or have some public relations value. 

Those faculty wishing to beaome involved in such work must first submit a Req^^st for 
Outside Employment form to the Officfe of the President for his approval. 

Professional Travel 

Each y©ar a, liBnited amount of money is allocated to be used by faculty members for 
participation- in professional meetings. Priority is given to those faculty members actively ^ 
involved in presenting a paper or participating directly in the meetings' in some other way. 

A Reques t For Travel form must be submitted to tiie approprlate School Dean for the proper 
approvals before final plans can be made to attend a professional meeting. 

♦ Arrangements must be made Uirou^the Department Chairman to cover any classes missed 
by a faculty member while he is away from the campus for any reason. 

Taking Classes for Credit ' ' • 

' ' Radford College faculty are permitted t6 take Radford College courses/or credit provi 
■ course^ taken are outside the department in which the-professor is teaching. Regular fees 
paid for such co^jrscs and full-time faculty are limited to one such course per quarter. 

^ Auditing of Classes 

■ Whcn;indlvid™al schedules aljcw, and classroom space is available, faculty members may 
audit ccrtftin classes, subject to/the following conditions: 
1 Prior permission mu-k be obtained from the instructpr of the course. 

2- No cr^edit will ultimately be allowed for courses begun on an audit basts and no ''ecord'of the 
audit will normally be made.. If an individual wishes for the audit to appear on his official 
traivlcript or records, he must register for the course as an auditor and pay the regular fees. 

3. This' privilege applies primarily to courses of a non-laboratpry nature and courses requiring 
littlo in the way of supplies provided by the college. 

Att.-nlUncjO at_Ofgici nl l"u nct_ions_ , . . 

f^aculty members are o>«pocted to attend and participate in all comn^encem^nts unless they, 
have Uie prior wnitten appraual of the President to be absent, .faculty members are also invited 
and encouraged to attend recopliona and other orficial college functions. 

Identification cards and pictures are provided through the Registrar's Office for faculty and 
members of. their family who wish to use cdll-ege facilities such as the swimming pool, tennis 
courts, and other facilities. 

Facult y Park ing Decals^ 

•Ail fabulty, staff, and students wishing to park\ vehicle on Radford College propecty. must 
reaister their vehiclo(s) and obtain a parking docal within five (5) working bays after arriving on 
■ I campus. Vehitle registration can be arranged throL^h the Campus Security Office or during the, 
official registration period at tl3e biginning of each quarter. A,^ominal fee Is required to register 
each vehicle 

Sick Leave . ' ' 

Faculty teaching nine (9) months are allowed twelve (12) days sick leave per year, and those 
teaching durlr^ the summer sessions are allo^^ed one and one-half,(1 days of sick leave for each 
' f've week sesTion in which they teach. The amount Of unused sick leave that may be accumulated 

is unlimited, * ' 

Sick leave may be used for the following reasons: 

(k) niness or injury incapacitating the employee to perform his duties. 

(b^ W^ss or death in the family requiring the attendance of the emf|>lOy.ee for not more th 
tl^r?^melays for an illness or injury of one cause, not to .exceed §ix (6) days m-any ^ 
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All absences must be reported on the AppVication for 'Leave of Absi^nce form and the Record « 
of Sick Leave portion of this form must be filed in the Personnel Office. These forms are available 
In the School Dean's office and must be approved by the^Department Chairman and the School C3ean; 



Pregnancy Leave ' ^ * 

^ick leave may be taken for disabilities caused^r contributed tjo by pregnancy, miscarriage, 
abortion, childbirth, and recovery therefrom. ^ 

The. faculty member who desires to continue working- during pregnancy must furnish her 
Dean with: " . 

, A statement from her physician certifying the estimated date of birth. 
2. A statement of the date she and her physician Conclude that she must ceaise working because 

of her pregnancy; this statment to be furnished at least thirty days prior to such date. 

During the period of absence from work follovvtr->g delivery, only that portion certified by a 
physician as medically disabling may be charged to sick leave. 



Faculty Absence * 

When a faculty member is absent from a scheduled class for any reasoh, it is his resfX)nsiblUty 
to see t)-iat the class receives appropriate instruction. If the absence is ant ict pa t;pd, the professor 
will propose a plan describing how ^he class will be covered and present it to his Department 
Chairman for his approval prior to his scheduled absence. If the absence is unanticipated; the 
faculty member'should make every effort to notify the DepartTheitt Chairman, who will arrange for 
the class to be covered. " ♦ 

Resignation of Faculty ' 

When a faculty member -wishes tp resign,* he should submit his resignation to the Vice President 
for Academic Affairs as early in the academic year as possible and not later than June 1 . 

. Rctiroment of Faculty ' - ' • 

, • (> 

The normal retirement time for faculty and administrators is at the end of the aca^mlc year 
in wlilch the indi\>idual reaches the age of s ixty- five ."^ All fcVcuUy members and administrators who^ 
reach the age of f:.ixty-five prior to the beginning of the Fall Quc^-^ter of any academic *year must 
retire from the.ir position at Radford College and may not begin the new academic year. ^; 



Use Of State Vehicles • , • ^ '-^ <^ 

• ' ^ . . . . / ' ^. . o • 

State-own<^d^a4.iVomobilcs art? available, on a limited basis, for official authorized trips taken 
by faculty members. A* Reque st for N^ehtcle form must be submitted as far in' advance of the proposed 
trip as poqslble^to assist i'n the appropriate assignment of veihicles.- All requests must be approved 
by the Department Cr*!hirt?ian and the Dean if the vehicle is to Jbe used for class-related local field 
trips or for the supcrvisio^n of studept teachers ant^ oth^ryt^^ld-work studentfe.^ • 

The use of stale vehicles to tr^ivel to meetings and fll^nveKtions must also receive the approval ^ 
of the Vice President for Acadeimic Affairs, and for allj^ut of state travel, the authorization of the 
President is rpquired. ' X 

•A faculty member is responsible for any traffic violatioh that he commits while operating a . ^ 
state vehicle and a re0or6 of all such violations is r^eported to the* governor's office. 
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Sponsorship Of Clubs And Organizations " . . 

Sponsors or advisers of student clubip and organizations are nominated from the fa^Viifty and 
staff of the college. Faculty aVe encouraged to peirticipate in such activities w]?en re^M^sted to 
do so by the members of the organization* „ / 

J • ^ " . « • . 

Financial Dealings With Students ' ' ' \ 

Faculty are to avoid all finc\ncial dealings with students. EBboks, material?;, and supplies for 
class use, if not provided by the college, sfiould be ordered through the bookstore-and purchased 

there by the students. ^ ^ * <^ • ^ , ' ' . ' 

'* . <» ^. % 

Sm^oking ' " • , ' 

Neither teachers nor studentj are permitted to smoke in the classroorps , lajDoratories , 
or '.tudiOG at any .time. , • » , 

Stale fire r^ iulnt ions pralMhit snioking in Preston Hall auditoriurn, -Portcrftel^ Hall ^ 
auflitorium; cinJ ^^rr:u^^cy i 1*^11 .u/Jitur ium . 
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Faculty MeeUngs ^ ] ■ \. 

General faculty meetings will be called periodically to discuss matters of Importance to an 
faculty. School faculty meetings and regular deportment meetings will be scheduled^by the r 
appropriate Deans and Department ChairmenT Attendance at all such- meetings is expected as 
part of the faculty member's professional respotisibiUties. j 

Office Hours - . ^ " 7^ 

Each faculty Member is r/sponsible for posting and maintaining a minimum of two scheduled 
office hours every day the tollege is in session. These scheduled hour^ nrfbst be carefully followed 
to provide an opportunity for students and others to confer with the faculty when necessary. ^ 
Additional, office hours should be available by appointment. ' 

Advising Students ' / 

All faculty members are required to assist in the academic advising of students. Students will ^ 
be assigned an adviser according to Uie department and discipline in which they>re majoring. 
Appointments should be scheduled periodically with each advisee to dlscyss a<iademic standing . 
class sdiedules, curr/cular changes, and other? matters that pertain to academic counseling. 
Accurate academic advising is.e>>pected and questions Uiat cannot be answered by a faculty member 
should be referred to the appropriate. Department Chairman, Dean, or Director of Student Academic 
4Advi3ing Services. . ' 



Class Admini-strat ior^ • ^ ' 

raculty should rieet all classes at, the time and place indicated in the sdiQdule of classes unless 
approval to\han.je has been granted by the Department Chairman and the Dean. No classes are to be 
added or dropped except by Up.e approval of the Chairman or Dean. - ' 

Sif^ce' (Radford cioUege ha^^ no college-wide student attendance policy, each faculty member 
^ hould announce to his c\ass What \^(b policies wiH be and precisely what effect, if any, attendance 
will l^cxvo on grading practices, Tach faculty member shoufd maintain a record of attendance and 
sliould atten4(i(U-. to cotUact any i^tudent who mir.j^es three or more classes in succession. 

' Fach instructor shall a^^aign grades accorditxj to his own criteria and Elicse criteria shall fee 
clearly slated and explalhed to all^students during the first week of classes each quarter. Care must 
be taken to assure that all grados are properly figured and recorded, since grades become part^f 
the -;tuderits' permanent record and cannot be changed unless suffi^ient^vi'd'ence jt^tifies that an 
* G^rror has been made. A. Change of Grade Form must be completed by the instructor and approved 
by the Dean before a grade can be officially changed in the Rqgistrar's''qffice-- 

Students must be provided tKe opportunity id examine and dici'cuss, with tlieir professor, written 
Gx^iminations and other materials used in the grading process. Final written examinations are to 
be retairied by the pt^ofojjsof? for ot-ie* quarter following the examination pericJd unless the work is ■ 
returned to the stud-nt. Original works prepared at tfie expense of the''%tudent must be returned to ^ 
the student at Ihe cor^clusion of the quarter during which the work was submitted. ^ , 

*» 

r i t -va I [ •: xa m i na t i on s 

■ "~ ■ " . , . ' 

Pinal cxamlnalions arc normally schectiled for two hours during the four day examination period 
at the end of each quarter, r-aculty members are expected to give an examination or a similar summary 
■ evaluation of the students' work \p each class during this scheduled exam period. No faculty member 
may omit this examination period or change the time of a sthedulod final examination without the 
permission of the School Dean. A student must take the examination with his clasi^ at the rogwlarly 
schedJl(5d time unless prior' permission Is obtained from the instructor "and tfie School D.ean. 

, Lists of final'grades must be submitted to the Registrar's Office as soon a^. possible after each 
final exam is gi'ven, hCit no later than twenty-four hours after the close cf the examination period. 

Utmost care must be exercised in determining and reporting final gHadcs. Student examinations, 
Piipers, projpcts, and other trmterlaJs- used in determining grades should be retained by the professor 
for «t least one quarter lifter the course Is offered unless these materials are returned to the student. . 
!,,A11 porman-.nt records,^ as reflected In grade books, should be retained indennitely and turned Into _ 
the fachcsol^deari upon leaving the employment of Radford College. , . - . ■ 
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Graduating Senior Examinations and Gradeg 



By the end of the sixth week of each quarter, each professor should confer with those seniors ' 
scheduled to graduate at the end of the quarter who fnay fail his course. He should send the nannes ff 
of such students to the Registrar and the students' Dean so that they will be aware of the possible 

proBlenn./ . . . ^ . - 

A fBc/ulty member must report to the Registrar*^ Office all failing grades for graduating seniors 

prior to/the published deadline for submitting sOch grades. 

At the discretion of the professor, a^senior who will graduate at the end of that qtiarter may be 
excused frx>m the^flnal examination. Forms are availabfe in the Dean's Office .for completing this 
procedure. Prior to. excusing a graduating senior from a final examination, the professor must tell 
the student what grade he will receive in the course without taking the exam. This should be done ^ 
no earlier than one week before thq beginning of the examination period. 



Pass-Fail Courses ^ 

Any course outside a studcr^'s general education requirements, major, or certification 
requirements may, with the consent of his advisor, be taken as a P-F elective. Such courses 
passed successfully may not be repeated for a letter grade and students may elect to take . 
up to a maximum of eighteen quartcr^hours of pass-fail work (excluding student teaching). 
Faculty members muot accept P-F students In any course which qualifies as an elective for the 
student and no transfer of status from P-F to "graded/' or vice versa, will be permitted after 
the conclusion of the "drop-add" period of each quarter. 

Adding New Courses ^ ■ 

Proposed new courses at the undergraduate level must be approved by the Department and 
the school Curriculum Committees before being presented by the Doan to the College Affairs Council 
Courses approved by the College Affairs Council will be recommended to the President for his 
approval before t^iey can, be scheduled. 

Graduate level courses (all 500 and those 400 level courses that can be taken for graduate 
credit) must be approved by the Department before being submitted to the Graduate Affairs Coundil. 
The Council must recommend the course to Uie President for his approval before R can be y 

scheduled. ^ ^ 

All new course proposals must be submitted in the following fbrm: <- 

A. Co urse Syllabus ^ . 

1 . Title and Purpose of Course 

This should include the proposed course title and the stated objectives or purpose of the 
course. 

• • « a. 

2. Need for Course - ' * 

State why the course is needed in the curriculum v 

3. Pr oncqui sites . * ■ 

" State sppciflc courses or other prerequisites, if any. Explain why these prerequisites are 
nece.soary. . 

4. Classes of Students for 'Whom Offered 
Identify the specific group of students U^e course Is designed to attract 

5. Hours and Credits ^ 

List the spocific number of hours per week the olass will meet and whether these hours 
will consist of spocialized class work such as laboratory or studio work. The proposed , 
number of credit hours to be earned must also be included. ^ ^ 




ERLC 




1. 



.B. Subject Matter Syllabus ^ ■ u 

1. Catalog Entry , * ^ 

This statement must follow the format used in the Radford College Catalog including an V* 
accurate description the course content. ^ . ■ 

2. Detailed Description and Course'Syllabus • . . " 

This should provide a more detailed account of the proposed course includ/^'a complete 
list of the major topics to be covered. 



Addition Expenditures Requirec 
1. Additional Faculty Position 'Ne'eded 



If no additional faculty position is required to offer the course, explain how the Department 
will adjust or adapt its cj&rrent offerings to accommodate the new course. 

2. Equipment or Supplies . .^ry . 

List any additlfi^nal equipment or supplies required to Oiffer the course and state whether 
funds are currently available In the Departmfent budget to" cover the anticipated costs. 



3. Library Books and Periodicals \ ^ q V. 




Identlfy^eurrcnt library books and periodicals available to support the course and list 
additional llbrciry materials required and the estimated co^t of purchasing these materials. 

4. Other Anticipated Expenditures * 
D. Date of Approval by Departm"ent 



Date of Approval - Dapartmeht Chairman (signature) 

E. Date of Approval by School Curriculum Committee 



Pate of Approval ' . \ ' Chairman, School Curriculum Committee 

\ (signature) ^ 

F. Proposed Abbreviation for IBM (not to Exceed 17 spaces) 

G. List beloyv the faculty member or members who will be assigned to teach this course. Describe 
what academic preparation or experience qualifies this individual to offer this course. 

H. List how often you anticipate offering this course and estimate the average number of students ^ 
you expect to enr^oll in the course each time it is offered. ^ ■" ' [ 



\ 

\ 



\ 
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I HONOR CODE 

/ 



'padrord CoUege's Honor System is built on the belief that each student has^the right to compete 
falrlv to what he has panned and to have others accept his word without question; also, each 

?tLden\ haf t^e^esponsibiU^ to be honorable in his own conduct and to insist that h.s feHow students 

act ^1°/;^%:^ ^. 3t^^,i considered to be acts of dishonor and wiU. therefore., 

oeneX hTs" t n a student's tempora^^y or pe/manent suspension from this college community, 
ItuLntL vXo commit an honor violation or have knowledge that a student has --'T'"';^,^^^*^-- ' 
vSlat^on Te required to report the violation according to the reporting procedures outUned In the^ 
^n/rpae"s/judS System Pailur^ to report is a violation of the Honor System. All iiaembers of 
S Sadf5(i CoTeW^^^^^^^^ v^ho have knowledge that a student has committed an. honor violation 

Th^ft^ratrs^^Sst^frhrn^nr -..ffort. o^ the individuals involved ip ' 

the rfo^'"c:mmuni^. Each ^^^^^ ^ :;^rerinTnTcrmie 



be used. 

A; Honor Code 



I do he-^eby resolve to uphold the Honor Code of Radford College by refraining ^^^"^ »y'"3. ^ 
■ ,?m a^e illegal appropriation of property., from giving or receiving unauthor..ed aid on any 

I^ndomic requirement, and from faiVing to comply with the reporting procedure prescribed ^ 
in the Judicial Systpr-n. . ' ^ ■ 

B. Preve ntion of V^onon Violations^ ^ ^ • 

Faculty nyC^er^ are urxjed to take certain initiatives to prevent honor violaUons from occurring. 
Some suggesTed preventive measures follow: . ^ , 

\ . Stress the Honor System In each class at the beginning of each quarter. 

2! Announce course requirements eai;ly in the quarter. 

3 Give proper protection to test paptfrs ^nd keys. 

4' pVovide seating arrangements that are hot condusi veto cheating. . • 

5'. Explain policies regarding documentation and aids that are authorized. 

y^yo^s'L?^^^^^ but do not have er^ough evidence tb place charges against a student for 
cheating, inform him of your concerns and caution him to correct his behavior. 

C. Reporting of Violations and Procedures for Placing Char ges • 

The foltowlnq reporting procedures should be followed: ^1. , 

SdiUonaV information is available in the, Judicial System section of the student Handbook 

supplementV ^^^^^^,^,,^.3 a faculty^ or student observes ^violation it is recommended 

■ tSt they first confront the alleged violator with the accusation and provide him wUh the 

opportunity to explain his actions. 
2 If satisfied with the explanation., no further action is necessary. - ,^ .... 

3. If the student admits guilt and/or you believe -he is guilty, advise him '° .^^'^-^-^P^^f ^ 

Violation by a designated deadline. Direct him to the Dean of Students office to make the 

4 Contact the Dean of Students office (731-5321 ) in Walker Hall to ascertain whether or not . 

U°e Itudent has self-reported the alleged violation. If he has not. you should make t..e repdrt. 
?;ts report must be made within 10 (preferably 5) class days after the violation has occurred. 
The person n-&king the report will be assisted In the completion ^ ' 
he willJaffix his or her signature as the accuser. If the investigation rewals that there is 
.. s.ufncVent Evidence for a hearing to be scheduled, the accuser is generally required to appear 
and testify at the hearing. . ^ < 

• ■ ■ K • ■ ■ : ••■ 
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2. 
3. 



5. 



Evidence of Guilt ' 

students .av. t.e H.Ht to ..e p.es..p.on "-^-^ t:::!:^:^'^^^^^':^^ ^ 

determined by an adm,ss>on of guilt ^he ac<^.sed °:^oy P impo/-.tant to collect and 

establishes guilt by the preponderance °5^->^-^"- ^^'33 a^ witnesses. test papers of persons 

retain all evidence which -PP-^^ V -s^shoul^be available to the person 

m question, crib notes, seating charts, etc.). These snoui 

assigned to investigate the case. " ' 

• • ft 

Honoi~ Violation Definitions ^ ■ 

^ Z,..inn of truth which misleads another constitutes lying. A stJdeAt 

prompting or cross examination • f onnnprtv of another, 

'stealing - un.nthori.ed ^PP-P-^^;;- ^ in any academic ' 
Cheating - the possession, receipt, use or vurn^^nv y 

endeavor. . ^ _p r?^Hfeird Colleqe Honor Code 

failure to Report - st^ents who -^-^^^e "rv t on^f^U^^ Honor'code are required , 
who have knowledge '^^V '^^^ ^^/^ ^^^^^ the violation has occurred or the . 

irgrd^ii^tr = -d r .p^t is a —^^-::=-^^ 

:^^::':-^:^^^:^o^^ :rhTrel\ comln .nowled.e wl^acnowledgi^g 

the sourcecs; or, when applicable, ^'^'^'l^^';^^^^^^^ a paper', whether .ubmitted 

a. B£vo,v writer should Ueep>nm>ndU^^^^^ is an' mplicit Cairn to full 

r.ho';::p Tt;;, rt::S Ms r^^r^ave th'e nght to e.pect him to point out any ^, . 

exceptions- Lo full authorship. ' . 

b. In cruder to avoid plagiarizing: ■ ' - 
rn QuoUUpn m^irks rtiust tpc used: o o 

(a^ When a r.Laloment is copied word for word. , , 

^ is a sLaridard subsLiLuLe for quoLatiun marks. " • 
(2") 'hooUioLcs mu^>t bc^ ui^ed: - 

ra'^ To acknowledge the r^oiirce of a direct c|Uotation. " . ^ 

(b) To acknowledge^ a copied taWe, chart, or plher diagram. 

S -■:SZ;:2:S^;r^',^i-orrowedcvenifpar.p,^ 

• To'avoid uninlentvonal plagiarinm, when a .-ludcnt ,s„tak,ng nol6s 
^^rnphrase, and make no.le of the .ourx:e . Paraphrasing ,s wrU>ng in one s 

• own words , not merely changing or omitting one or tv.o words .. 
rS^ rooLnoLcs ar^e r^ot' neccssac*y: J 
^ ^ a) When the idea and wor^iing come from the .sludof^s °wn,m,hd 

[m When Ihe informatio,^ ,s common Unowlcdge, w/nch >s Considered to be any 
, factual alalemcnt found m a general encyclopedia., ,, ,.v,n(nrism ■ 

-ooJung a!: incorrect source will be considered ^^'^^^^^^^'^.^^ 
(5)1 If a'student har. questions concerning documentation,^he, should Consult his inSt 

before handing In thef paper. V._ ,nc-trumGnts - forgery or the misuse of 

■ or^dCplicatestl>e document or instrument to anather.individual. . 
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•\ ' IV. INTERNAL GCA/ERNANCE PROCEDURES 



\e college operates under a governance system consisting of foUr councils. The following section 
describes this system. • 

PAF^T 1 : POLICY-RECOMMENOING^ STRUCTURE 

SECTION A; THE FOUR COUNCILS \ ' 

' ' ■ «p , . 

Most pollcy-recommendthg functions shall be delegated to four separate Councils, each reporting 
directly to the President. The four? Councils ^hall be (Usted alphabetical order): 

(1) a College Affairs Council to recommend policy concerning academic mattersf and general Colleg 
matters not otherwise delegated hereinafter " J 

(2) a Faculty Affairs Council to recommend fiolicy concerning faculty matters 

(3) a Graduate Affairs Council to recommend policy concerning the graduate program, and 

(4) a Student Affairs Council to recommend policy concerning student matters 

The generq^l rationale for these recommendations is: those parties most directly affected by policy 
should have the primary role ih policy formulatiorj. „ 

SECTION B: MEMBERSHIP OF THE FOUR COUNCILS 

The Pr'^esident shall serve as an ex-officio, non-voting member on e^ch of the Councils. The Vice 
President for Academic Affair^isftall serve as an ex-officio, non-voting mcmt^er of the Graduate 
Affairs Council. The Viee-Pre^kient for Student Affairs, the Vice President for Business and 
Finance, the Doan of the Graduate School ,^^^nlj^ the Dean of Students shall serve as ex-officio, non- 
voting members'' olM:he College Affai 

X t ) CoUcqGj^ffqir A Council 

(A) 4 administr^ 

' (1) the Vice President for Academic Affalirs 
- (2) the 3 undergraduate Deans 

(B) 6 fi^culty (elected proportionately by undergraduate Schools)"^ 



it 



(C) 6 students (5 selected by the Student G(f^/ernment Association -and onie selected by the 
y ' Cra^ucxte Student Association) 



Total: 16 . 

(2) Faculty Affa irs Council ^ \ 

(A) 4 administrators , 

(1) the Vi6e President for Academic Affairs * , 

(2) fthe 3 undergraduate Deans — 

(B) 10 f^aculty (elected proportionately by undergraduate Schools) 

(C) 3 students (2 undergraduates selected by SGA and one graduate student selected by GSA) 
Total: 17 , "~ 

(3^ Graduate Affairs Council 

(A) the Dean of the Graduate School ' " 

(B- C) Each graduate degree program to have one faculty member on the Graduate Affairs •: 
Council and that the graduate student representatives to the Graduate Affairs Council 

65 
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be changed pr^oportionately . Graduate Faculty (elected by the graduate faculty ~ no more 
than 2 from any one department; Graduate Students (Selected by GSA) 

♦ Allotment of faculty to the College Affairs Council, the Faculty Affairs Council, and the Student 
Affairs Council shall be strictly according tc5 the numbers of faculty having full-time employment and 
who teach at least one course per quarter. AUolment figures shall be rounded to the nearest whole, 
providing that each School shall have at least one representative on each Council . 

(4^ Student Affairs Council " . ■ " ' , 



(A) 



4 administrators i* ' 

(1) the Vice President for Student /^ft|j^ Irs 

(2) the Dean of Students r " 

(3) 2 student affairs staff members (rcgommended by the Vice President for Student Affairs 
and appointed by the President) ^ 



(B) 



5 faculty (elected proportionately by undergraduate schools) 



(C) 8 students^ 

(1) 3 selected by SGA ^' - 

(2) onG SGA Elxccutive Council unembor (sheeted by same) 

(3) InLer-Re^i^ience Hall Council Chai rper^^^Jn 

(4) Ono Senator from the Non- Academic Af^Pairs Council 

(5) one day r>tudGnt (selected by tNb Day Studenf Council) 

(6) one yr'aduale btucicnt (selected by GSA) 
Total: 17 / . * 

S(.:C-( ION C: (^OLICY~RI-CX)MMKNDINGj;^^^ 



or to the President, 



rath Council -.hall be free to make sugger.tiuns on any subject to another Council, 
but official policy-rc>commond..tionr, tj^'^Une President shall be forthcoming only from the Council assigno 
the- iipeciflc functionr^ incHcaled. 

( 1 ) CoUcg e Affair s Council . 

The poliry-rocommending role for general College matters not otherwise delegated hereinafter, and 
for undergraduate academic affairs and certain specific graducae academic affairs (including policy 
governing thg following specified areas) shall be delegated to the College Affairs Council ( der^jtes . 
•areas of l)oth undergraduate and graduate concern). • 

\ ' ■ ■ 

(A) academic^honors programs and policies 

(B) academic probation and suspension 

(C) class attendance 

(D) examinations-. 

(F) clasti withdrawal ^ ' _ 

(F) grading ^ -'^ 

(G) admissions and^ recruitment - . ... 

(H) transfer credit ^/ - 

(I) undergracluate degrees , programs and c ojrses 

(J> general education requirements ^ 

(K) teacher education j* . ' 

(L) undergraduate field srrvi^^es (suth as recreation internships) • 

(M) College 4'ia^f'»^'"^9 ^'^''^'n^^'^S''-t*'^9* , " 

(1) aca^5emic and npt^-acadc m ic priorities (services , positions, equipment, materials, 

facilities, fc>eG, etc.)' " . . i 

(2) devclopfTient and evaluation of resources, and determination of long-range planning 

N) continuing educatioh* , . ^ * 

O) -4jmmor st:hool (excluding policy governing selec.tion of faculty persof^nel) 

P) librat-y* ' ' - * ' 

(Q) negistration and scheduling* . 

(R) under grariuatc academic i\dvising 

(S) scl">ool ^calendar* 
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rv^ vehicle and student parking ^ . x* 

academic organizational structuring of the College (staff positions, schools, departments) . 

CsA evaluation of faculty (the poHcy-recommendlng role here to be exercised upon recomnaendatlons 
from both the Student Affairs Council and the Fa<i:ulty Affairs Council) 

^) Innovations In academic programming 

(X) community and public relations 

commencement . 

(2) Faculty Affairs Council 

The policy-recommending role for faculty matters, including policy governing the following specific 
areas, shall be delegated to the Faculty Affairs Council . 

(A) recruitments and appointments * . , , 

(B) raises and promotions 

(C) tenure standards and procedures ^ - . 

(D) , academic freedom and due process procedures^ 

(E) release of non-tenured faculty 

(F) grievance proceduresifor faculty 

(G) sele'^tion of summer fVculty 

" (H) selection and roles of Chairmen and Academic Deans . , 

(I) fAcuVly role, if any, in selection of the President- and Vice President for Academic Affairs 
(J> faculty evaluation of Chairmen ^ 
(K) faculty evaluation, if any; of Academic Deans - 

.(L) faculty\ovc^atlon of faculty (recommendations here to be forwarded to the College Affairs 

CounclU not to U^e President) 
CM^ profesi3l\nal responsibilities and duties: ^ ■ 

(1) facul^ load (classes, office hours, extra-curricular du£les, load reductions) 

(2) outsider work - 

(3) publishing and research . ■ „ 
, (4)- abucncesv from classes 

(N) fringe benefits: and faculty welfare ; " . . 

(1) faculty auditing of classes , ' . 

(2) faculty takirio of classes for credit 

(3) sick leave^'an^maternity leave " ♦ ' ^ 

(4) faculty parking^regulatlons \ 

(5) office use 

(6) faculty fund raislh^ ^ 

(7) faculty dependent benefits 

.(8) professional travel,\eaves of absences, sabbaticals and rescapch grants 
(9) academic building Gec^vTrity 

(0) academic protocol \ . 
(P) apforoval of candidates for de^ees (regular and hongrary) 

(3) . Graduate A ffairs Council 

The pollcy-^recommendihg role for matters ^ce.ming the graduate program^ Including poHcy governing 
■ the following specific areas', shall be delegatedvlo the Graduate Affairs Council. 

(A) graduate degrees, prpgrams and c curses 

(B) admissions, recruitments, and academic standards 

(C) transfer credit . \ " . 

(D) graduate field services (such as psychology pr^cticum) 

(E) class attendance 
(F^ examinations 

(G) class withdrawal s ^ 

(H) grading - V 

(1) academic advising ^. 

(J) academic honors programs and policies • 

(K) graduate student aid (excepting graduate resident assistants) 
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(4) Student Affairs Council 

' If. . 1 

The policy-recommending role for student affairs, including policy governing the following specific 

areas, shall be delegated to the Student Affairs Council. 

■.\ 

f> ■ * 

(A) campus rules and regulatipns 

(1) boarding 

(2) alcohol 

(3) demonstrations and picketing 

(4) fireamns \ 

(5) fij,nd raising among students ' ^ ' ^ 
1 (6) smoking ^ 

(7) resOence hall policies 

(8) students rights and responsibilities 

(B) campus services 
^ (1) food service facilities, excluding dining halls (4) campus security 

' (2) bookstore 

\ (3) post office ^ 

(C) student services ^ 

(1) placement ♦ 

(2) undergraduate financial aic 

(3) laundry , 
,(4) healtjS ser-vlces 

(5) dining halls 

(6) student phones 

(7) housing policies 

(8) counseling, center 
(D^Xextra -cur ricular use of campus facilities - 

(E) extra-curricular programming C ^ ' . 

(F) Student Union ' - 

(G) clubs and organtzat ions ' 

(H) student activities budget ^ 

(I) student publlcat?ions ^ • 
(J) student ^grievance procedures 

(K) student evaluation of faculty (policy ^recommenc;)ations"here to be forwarded to the College 
Affairs Cour>cil and not to the Presld(^nty ^ • ^ ^ , ' - ' 

(1-) evaluation of student affairs staff . * 
> (M) SGA and GSA constitutions - * ^ . \ - ' 

,Sd£CTlONQ- ELECTION AND Oi^qANIZATfONAL PROCEDURES FORVhE TOUR COUNCILS 

/ ■ - • ' ■ ■'■ 

' (1) Faculty posit;ions ^ , . ^ 



(A) The faculty, members of«the College Affairs C^ncll; Faculty Xffalrs Council, and the Student 
Affairs Council shall be allotted profiortlonately"'among the'^Scf^bols (see footnote, page 44) 

' !and elected at.-large within each under^radu^ite School; No faculty member shall serve 9h^/ 
more than one'of these three Councils • ' ^ t[> ' ' . 

(B) The faculty mjsmbers of the Graduate Affairs Council' shall be elected at-large by tKe^ Graduate 
School, providing that no more than two persons^ shall be elected frorjn-any one department. ^ . 

(C) All faculty members of the four Councils shall serve two-year term^ and be'el Iglble Tor ^ - 
reelection. Terms sliall be staggered so that one-half shall be elected annually. ^ 

•(D) for any faculty member absent from the summer t^erm or unable to complett^^any part of his 
term, a' temporary aKernate shall be selected by the electing unit. 

(2 ) Student positions - « ^ 

'\ • , ... 

(A) The undergr^aduate student members of the Councils shall be selected by the Stuci&nt Government 
Association; the graduate student members shall be selected by the Graduate Student Assofejati^n 
an^ the pay Student member of the Student Affairs Council shall be^elected by the pay Student 
Asspciaflon. . - ^ - " / ^ ^ " ^ . 



(B) All student members of the College Affaifs Council, the Faculty AfTairs Cpuncil. and the 

^' student Affairs CounciJ shall ser^e one ye^r termf and Eligible for rejection. Graduate 
• student members of the Graduate Affairs Council shall ser^^^o quarter terms, and be 
' eliigible for reelectiorrr" * . \^ - 

(C) No student shall serve on more tlian orte Council. - 

XD) Student members unable,to ser^e for ar^^t,aarter or quarters sKalt temporarily replaced 



33 tlSe electing units shall fietermine. 
Elect ion procedures 



■(A) Student and'faculty elections of Cpuncilmen shall I?e held in AprU^ . - • 

student selections to the G^adu^te Affairs Couhqit, which: shalt be held at the beginning of 
^ fa^ll and spripg^ quarters. " }^ ' 

(B) \n alt«Uons by faulty bodi;s. secret ballots shall be. used, and run-offs shall be^^^^ if " 
iecessary to insure that each elected representative receives a majority of th^ votes cast. . 

(4) Council organization and procedures ^ . ^ ^ ^ 

jCA) The initial meetings of the new Councils" shall -be held wlthir, the fii^st tw9 weeks of fall quarter. ' 

. (B^ the College Affairs Council, the Faculty Affairs Council, Vnd the Student Affairs CounCtV shall 
^ \ Sown Chairman. However, the chairman of the Faculty Affairs Council be a 

faculty member . Elections of Chairmen shall be held without formal npmmations, and by 
. ■ secro^b'llot. with a majority ofvotes cast' necessary for election. If no member receives . 
■ a ma^orvtyof Votes on the first.banot. l3neri a run-off shall be hfetd-among the top three 

■ ^ candidates . If a second ballot 1 ikewise fails to prdduce a majority vote for any one member, ^ 
* ' thpn a second run-off shall be hield between the two top candidates. ■ 

(0?^ Do^h of ,tbe Graduate School shall serA.« as Chairman of the GradCate Affairs Council, 
^DTphalrmen shall designate a presidjhg 'officer -in- their a^^^ . . - - 

(E) E^WJouncil shall" alsb' elect its bwn, Secretary,' who ne(?d not be a Councilman. 
" (F) Robert;;s^lesif_qrder^^ 

(G) Any vote in a Council meeting shall be by s'ecret ballot if requested by the majority of those 
present. . ^ t. » 

' (H) 'Absentee 'voting shall be permitted for specific issues drelepttorfe on the agenda. ; ' . 

fn All meeting of the Councils/'subject onl^ to spaced imitations, shall be, open to faculty, students 
. '^ndTSTfforthe College. Observers may request permission of a Council to testify or participate 

in<J?!bate. . - . ^ ' ,y - . ' 

.(J) Minuted Of the Councils Shall be forwarded to: . \ '-^ . > / ' ^ • 

(1) the President, the Vice Presidents and the Deans ^ . ^ 

(2) the SGA' and GSA Executive Councils . , V ; \ ♦ 
^ \3) the D^y Stud^t Assocjiation and GSA president (to be posted) > • " 

> *(4) to each residence hall (to be ^bosted) " . 1 ' 

(B') to -each academic building (to.be posted) , * \ ■ ^ « , ,■ ^ 

(6); to the editors of the COyege manuals and to.the Director^ ^ Information and Publications 
» • ' (7)' to all members of ^the other three Councils . ^ . ^ ^ - 

(K) In addition,./T^inutes of the Faculty Affff^s '^ounc-il shall be forwarded to all faculty,- 

SEZt^ipN E: . t).lSPOSlilQN AND REVIf^.QF POLICY fj^EOOMM EN D ATlON S FgQM THE FOUR COUNCILS 

(1 ) All ^oiicy recommendations 'from Jlie Cdunctls shall be cotnveyed dihectly to the President. 



(2) Vocommendatlo^b from the Councils shall take effect in 30 days unless disapproved by the 

PrS^rt or unls the President apprdVes but stipulates that final action must be taken by 
the Board of Visitors . . " 

(3) If' the President' disapproves any Council recommendation, or takes exception to any part of 
it ' he shall convey his objepUons to the originating Council within 30 days, andthe Council 
shall have 30 days to reconsider and resubmit Its proposal . Resubmission of the same 
proposal shall reqUre a two-thirds .majority vote. Submission of a revised proposal shall 

, require a simple majority vote. - \ . . 

All resubmitted c/ouncll recommendations, having recelved_a"two^thirds majority vote, shall 
be forwarded- by the^ President to the Boarcf together with his recommendations i- 



(4) 
(5) 



Normally, the President will originate policy recommendations t* the Board of Visitors on 
matters wiU^ln th& policy-recommending role of the Councils only upon the failure of Oie 
appropriate Councli to submit recommended policy wiUnln 90 days after being requested to do 
SO by the President, ^ ■ , 

(6) The 30 and 90 ddy time 1 Im Its, ihd'lcated above may be reduced or extended by mutu^\ consent of 
both the Presider\t and 'the appropriate Council. 

SECTION F: n^jr^^ r^r^KAKM ^^^nATlON BETWEE N.UHE COUNCIL S, T IHE P Rg SlDENTAND ^ . 

THE BOARD OF VISITORS ^ - • 

(1) The Executive C o uncil to the President . 

(A) The Executive Council to the President shall be created to nneet with the President. 

•in^r^ r^orutive Council to- the President shall: . ' J ^ ^. ^ 

m Svise the President on general College matters, including Councli 

JaJ- maKo-rccommendaUons to the President concerning desirable alterat.orts In the College s 
internal governance. . ' 

(H) McmhoVs of the Exec^utive Council to the pi^sident fehair include; 

* (1) Lfic SGA President , , . • ' 

" (2) the CSA President ' " 

■ S 'SX:i^3'rrl'^Counon, these 3 to Include one student, one faculty member, . 
and one administrator ' * ' ■ % ' 

' (6^ rxecutive Councu'to the President me,-nbcrs shall be selectea as follows:. , 
0 ) the student members of each Council shall elect the student representatives to the 
Fxecutive Council to the President _ - , " „ri ' 

. (2) the fW-uUy n.ombers of each Council shall. elect the faculty representatives, and 
(3) the pAjGident shall select the administrative members 

(2) Boaixl of Vij_U.()rr,J.";t)rT^^ . • ' ... - . ^ • . ,' 

' It is recommended that, if and when the' Board deems i^t appropriate and upon the request of thp^ 
- Lard or up^^th^^^ P^^-dont, and approval by the Board, certain appropriate 

, S:ulty° staff, 'and students be invlted to meet, along with the President, with various committees . 
of the Board. ■ , 



SliCl ION G: 



STANDING r-^-i rr.F^^WinK COMMIT TEES - ELEg VlON ANO ORGAN! ZAJIONAU, 



PROCEDURES 



n\ Varloei^tandlngCollegg-wid'e' committees, hereafter indlqated, shaltbe established Most shall 
be sXrdlnate to th^e th'ree Councils (College Affairs Coom^. F.pulty^ffairs Council , a.d. Stud.nt 
/^falrs Council). Special commltt^Ds'shall report dlrectlyho the President. 

■ (2) -me GraduateVrr-alrs Councli shall establish its own stand^^^mittees'. if any. .^^[^^ 
. arad..atc students shall serve' on any such cofr^mittees . If it^^oves necessary, to go beyond the , 
CcS.^i 's ov/f membership ±o staff committees, thdn, the Graduate School faculty ah^lV determine 

Student selections, ^ ' / . ' . ' ' " " 



• ' ' Q " ■ • 

rd-Y Except for future standing committees under the Gradu'feseairs Council, and unless ptherwise 
stated faculty members of standing College-wide committees shall be elected by procedures ^ . 
r^ommended by the. Faculty Committee on Committees within the , Faculty Affairs Council, and » 
app^Msved by the genersjl faculty. • • • ^ ^ 

(4) Unless \thar^ise designated, all student members of standing College-wide cqm.mtttees shall be 
selected by tRfe SGA or by feSA. ^ 



(5) Unless whe\d<,signated by office, all student members of standing committees fehall Serve one-year - 
4erms, ahd^ faculty meVbcrs shall ser^e two year terms. Selections or elections shall be made 

by. October fir\t. Facul_ty t^rms shall" be st&ggered so that appf*p,<imately an equal, number are. 
selected or elected each year^. , ' ' / * ■ ^ 

(6) -me administrati\membcrs of standing CoUege-yvide.co/f.mittees shall be recommended by the„ 
apprx.priate Vice PrVident and appointed bythe-president. "mis report includes recommendations . 
for the assignment of^ertain administrators to certaift connmitteeS. 

" (7) 'Unless' otherwise stated\ all committees- shall organize annually by mid-October, and elect Chairmen 
from their -membership, \nd.alsb a secretary, not necessarily a member. . 

' \ ■ 

(8) Minutes of aU 9t)mmit:tee ri^^ings shaU be fprv/arde ^ 
' (A) the Chairmen of all four Councils , ^ ^ 

^ !(B> the menlbers of t^ie parer^t'Counc!ft ' - * 

(C) the appropriate Vice Presideint and the President ■ . ^ 

(9) 'aU committees shall follow gr^h.n^'\RL^les of. Order Newl^ Revised in toe.fr proceedings. - 

no) Committees recommended hereafter shall be listed as either "policy" or "action" committees, or- 
both. Listing pf a con«mittbe as a "[jolicy" committee shall not-predude future action function for 
, such' a committee. 

SU:CT10N H: COMMinjlFJlS^^ - V 

The following standing committees shall le created under the College Affairs Council to maf<e Vecom-^ • 
mendations to the Councvl* for the specifjc policy functions indicated. Unless otherwise designated, 
student members ^ihall be undergraduates. ^ , » 

en' A^nHr.rY^iV Mnnnrs Prooratn and Policies Corx^mittee ■ ' ^ 

V. ^ 1 • ■ «i • ■ ■ / 

^ (A) Policy and ^action function: to recommend, review ahd administer the undergraduate honors^ 
program and ^^cadcmio: honors p'olicies of the'CoUege (item A, page 44) 

(B) Membership: 1 administrator \ ' ■ 

4 f;5iculty ' , ' 

3 students ' » ' - ^ 

Total: 8 * • ■ ^ . \ . ■ • 

C2) Academic P olicies and Procedunes Committee ' 

V / ■«! , ■ * . 

rA^ Policy function: to.recommend and review policy concerning admissions,' academic readmissions, 
academic probation and suspension, class attendance, q^aminations, dlass withdrawal ^nd 
' ' grading* (itenh$ B, C, D, E, G, ^H., page44) * ' * • " • " 

' . < * ' ' ' - ' ^ > " ji» ^ 

.(B) Membership:* the 3 .undergraduate Deans . ^ . ' - ,^ 

6 faculty ^ ' * * * • 

' . 3 students. ' , * . ' 

Total: 12 ^ , ' \ ' " . ' j . 

(3) Curri pulum Pplicicgs Committee 

(A); Policy functiot^: to recimmcnd policy concerning'Ctems I ^nd J, page 44); 
\ \ . (1) re quirements for undergraduate degrees ' - ■ " . 



(2) requlremervts for undergrOTuate majors 

(3) general education requirennenfcSs^ " , 

(4) course proposals, adaptions and revisions^ 
' (5) innovations in academic programming . ^ ^ 

(B) Actioi^ function: to rev\ew and or make specific proposals (subject to approval orthe College 

Affairs Council) concerning: ' ' 
' (1) "undergraduate degrees 
« (2) undergraduate majors * , » 

(3) general eudpation ' * . 

(4) new academic programs ^ 

(G) Membership: the Vice President for Academic Affairs 
the 3 updergraduate Deans ^ 
''' r 9 faculty (allotted proportionately by Schools, with no more tfeian^on^ 

from any department) ^ t 

5 students 



Total: 18 



)- 



(4) Teacher Education Committee 



. (A) Policy function: to recon^cnd and Review policy concerning the Teacher Education programs- 
(item K, page 44,) ' . * ( 

' (B) Membership: the Director of Student Teaching 

6 faculty (3 from the School of Education j 2 from the School of Arts and 

' Sciences, and one from the School of Applied Arts and Sciences) 
4 students (juniors or seniors in teacher education program) 

Total: 11 ' . 

(5) Rscal j:-:xj^nency C£!Il"Qii^£^ 

(A-) Policy and action function: to make recommendations when requested by the President In 
the event that the President declares tliat a fiscal exigency exists. Such recommendation . 
will b(? directed first. to the Vice President for* Academic Affairs who will make hts 
recommendations to the Pr^si^ent who will in turn make his recommendations to the Board 
of Visitors. » 

"(B) Membership: 4 Academic Deans • 
- . * 1 Vice President for Business and Finance 

1 Vice President for Student Affairs ^ * ^ . 

9. Faculty (proportioned by schools) " , 

" - ' 3 Students (2 undergr^^duates, 1 graduate) 

Total: 1'8 *" 

(6r) Continuing Education Committee 

(A) F-ol icy function: to recommend arxJ review policy concerning continuing education (^tenn N, , 
p^ge44) /' - • 

(B) Membership/; the Graduate Dean ^ - ,v' 

C5 faculty (allotted proportionately by School) 
\ 4 students (2 undergraduate, 2 graduate) 

" the Vice Pres4dent for Business. and Finance , , 

' ; "l administrator (the Director of Continuing Education, if appointed) 



Total: 13, 
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(7) Summer Scho&l Committee -. " ^ 

^A^ PoUcy ^nctlon: to recommend and review poHcy concerning the opf atlon of the summer 
S (Except foe policy gaming selection of summer faculty) (It.m O. p.ge 44) 



(B) Membership: the Graduate Dean 

one oiher administrator 




. « 6 faculty (2 per School) 

" ^ 4 students (2-t3frtekM;^aduate, 2 graduate) 

i ' • 
Total: ia 

(8) t Llbrary Committee 

(A) Policy function: to recommend and review poliS^nceming the' library's operation 
(Item P, page 44) 

(B) Membership: the Library Director , «i ' ■ f . 
* one professional from the library professional staff 

5 faculty ' 
••3 students (2 undergraduate ^ 1 graduate) .... 6 

Total: 10 . . « 

(C) Only a faculty member shall chair this Committee 

(9) Academic Advising, Registration, Schedulin g and College Calendar Committee 

' fA^ Policy. ajnction: to recommend and res^ew policy governing registration, scheduling, - • 
> undergraduate academic .advising and the College calendar (items Q, R, S , page 44) 

(B) Membership: ' the Graduate Dean . ' /' 

1 other administrator 

3 faculty . * . 

3 students (2 undergraduate, 1 graduate) 

* the Director of Student Academic Advising Services (ex-ofiPiclo) 

Total: 9 / 

(10) Undergraduate College Catalog and Personnel Handbook Committee 

, (A) Action function: to make recommendations; concerning the college catalog and personnel 
handbook - 

(B) Membership: 3 faculty 

1 student . ' ' . ■ 
' ■ 1 administrator • ^ ' 

the Director of Information and Publications 

Total: 6 • . " * * 

(11 ) CamfAis Seautiflcation •Committee V . 

\ Policy and action function: to recommend, review and^ administer policy concerning campus 

beautif ication • - * ' . ' * " ' * . 

Membership-^ tine Director of Buildings and Grounds 
' ' « the Supervisor of Grounds ^ 

, the President's wife, ex-offlcio . • . 

5 faculty . , ■ -o 

4 students 
^ 1 administrator 

2 tovynspeople and^alumnl 

^ " * * <^ » ; • ■ ' 

Total: 15 3 " 



(12) Community ahd. Public Relations C orT|nnlttee 



(A^ Policy and action function: to rejcomrrVend policy and to assist tt^e College In the area of ' 
community and Rubllc relations (^item X, page 45) 

' (B) Membership: ' the Director of Information and Publications 
pne other administrator 

' ^ 3 faculty 

^ « 3 students 

Total: 8 
(13) Commencement Committee 

^ .Hor. ft^nction- .to organlze\he commencement program and related activities 
CA) ^^^^^^^^^^^ the commencement committee Shall organize 

at a tim'e appropriate and convenient t« the class involved . ' 



(B) Membership: 



Registrar 

the Assistant to the President 
Senior Class SponsorCs) 
Senior Class Officers 

1 Graduate Student 

2 Faculty Members 



ERLC 



Total: flexible 
(14) Traffic Committee 



CA) Policy and Action Function: . 

^ (1) to recommend and review policy govemiog vehicle registration 

(2) to recommend and review policy,governtng student, faculty aod staff par 
regulations 

(B) Membership: the Security Chief 

1 other administrator 

2 faculty 

X ■ ' " ■ -4 students (2 boarding Student^. 1 day student. 1 graduate student) 
\ ■ ; ■ 1 staff member* appointed by the President 



ig and traffic' 



, 'jotal: 9 ■ ■ 
*rtoase note that the staff' member is a new member requested by the J^''^;^ 'Committee . 
sVnce l^^e Staff come under these .Traffic Regulations, the Committee feels they should be 
repre^nted on the C©mmittee 
SECTION 1: COMMITTEES UNDER THE FACULTY AF FAIRS COUNCIL _ 

designated, student members shalUbe undergraduate. ' 



(1) Faculty Committee on Committees 
(A) 



of the Faoult>>^. /-^"^ 

(B) Pending' approval of permanent p/cedures. the Faculty Committee on Com^^f ^^^^^l^" 
S select all faculty on stan^g College-wide committees, except for the Academic 
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, .4-reedom and Tenure Committee, the Faculty Grievance Connrpittee, and all committees in 
\ which faculty aHeagporioned by Schools. These shairbe elected by the appropriate faculty. 

(C) Membership:^ the 10 faculty members of the Faculty Affairs Council. 

^2) Faculty Personnel Committee / , » 

(A) Policy function; 'to recommend and reviesA^ policy governing the following areas (itenns A> 
B, G, J, K, L, page 45) ^ * ^ ' . . 

(1) ' recruitments and appointments . ^ 

(2) raises and promotions ^ / 

(3) £?ummer employment of faculty „ ' 
_ (4) faculty evaluation of faculty and Chairmen 

^) faculty .evaluation. If any, of Deans v 

' ^» ' * 

(B) Membershfp: the 3 undergraduate Deans 

10 faculty 
" - ' "3 students 

, Total: 16 . ^ ^ ' 

(3) Faculty Professional Standards Committee ' . 



(A) Policy function; 
(items C, D, E, 



to recommend and review policy and procedures concerning the following 

^ , , ^ F, L, page 45) 

(t) tenure stancards afi6 procedures 

(2) academic'frtijedom and due process procedures ' ^ ' ■ - 

(3) release of non-tenured /acuity • . 

(4) faculty grievance procedures • . - 

(5) professiona} dutios and responsibilities 

%) faculty load (classes, office hours, exlra-curricular duties, load reductions) 

(b) outsldeiwork / 

(c) publish|lng and research * ■)> 

(d) absences from classes 

; ■ 6- . 

^) Membership; 2 administrators 



0 faculty 
2 students 



Total:' 14 

(4) Faculty Welfare and Fringe Benefits Committee . fjs, 

(A) Policy function; to recommend and review policy concerning academic protocol (item O, 
page 45 and faculty fringe benefits and welfare fitem N, page 45, as follows: 

• (1) faculty^udlting of classes «. . 

\ (2) faculty .t;al<ing of classes for credit ' ' 

\ (3) sick leave and maternity leave ^ * 

\ (4) faculty parking regulations 

\ (5) office use ' ♦ ' ^ . 

\ (6) faculty fund raising'^ » 

\ (7) faculty dependent benefits 

^ (8) professional travel, leaves of absences, sabbaticals and research grants ^ - 
(9) academic building security " \ . ' 

(B) Membership.: 1 administrator 

6 faculty ' ^ - '' , ' ' 

r, 1 student . . 

Total: 8 . , . 

SECTIJDN J; COMMI"fTEES UNDER THE GRADUATE AFFAIRS COUNCIL " . 

The Graduate ACfairs Council shall establish its own standing committees, if any. 
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SECTION K: COMMITTEES UljlDER THE STUDENT AFFAIRS COUNCIL 

The foUowlng standing committees shall be created under the Student Affairs Council to make 
recommendations to the QoLncU for the specific policy functions Indicated. Unless otherwise 
designated. Student members Shall be undergraduates. ^ 

College Services Committee 

(A) Policy function: to review policy annually, to reconnmend policy ancj to h^ar complaints 
concerning the services in the following areas: 

(1) campus security , 

(2) all food services ^ 

(3) bookstore . ' , ■ . " 
' (4) career development and placement / • 

(5) undergraduate financial aid • * ^ 

(6) laundry ^' " 

(7) health services 

(8) post office 

(9) student phones 
(1^0) housljng policies 
(11) /counseling center 




[embers hip: 



the Director of Auxiliary Enterprises 
.3 Student Affairs Staff Members 
2 Faculty 

6 Students (1 Senator from each quad. , 1 day student, 1 graduate 
student) 



Total: 12 



(2) Camp>us Life Committee 



and administer policy regulating 



CA) Policy and action function: to revievV, recommend 

campus-wide programming and carripus-^lde- programming organizations, to review and 

recommend^ recognition of standing or ad hoc programming organizations; to review and ■ 
•recommend programs to Student Activity Budget Committee for funding. All campus- 
wide programming committees operate under the authority granted by Campus Life - 
Committee. • • ^ ' 



(B) Membership: 




1 Heth Program Advisoi? . 
1 Dean of Student's Staff 
3 Faculty - 1 per school 
1 Graduate Student ^ * 

1 Day Student - ^ ' ^ ^ ' ' 

2 Residence Hall Students 
1 Student Life Chairperson 
Ex-officio - Representative of each recognized campus-wide programming 

organizktlons, the Office of Intramurals and the OfTlce of Residential 
/'^ • _ Life 

As a point of clarification for the Campus Life Committee, the following 4s suggested (but . 
not necessarily Inclusive) Interpretation of res(lonsibllitles inferred by the policy and 

action function: . • ^ i . 

(1) To consider all Questions and problems^ regarding campus-wide programming organt- ^ 

zations to include such areas as: 
. > (^) Developing policies regarding the coordination of events for major qampus-wide 
^ activities (e.g, Parents and Homecoming Weekend,, Spr^ing Festival). 
• (b) Developing policies regarding the use of, heretofore) unregulated campus 
facilities (e.g. outdoor spaces) for. campus events, 
(c) Developing general policies regarding campus-wide events. 
(2^ To facilitate the establishment of a formal relationship between the College and the 
organizati9ns created to provide campus-wide programming through a recognition 
procedure which infers: • ' ^ 
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(a) The development of criteria by whtch to evaluate groups applying for recognition, 
/b) The subsequent accountability of the recognized organizations to the Cannpus Life 
-Committee regarding any changes In the original recognition agreement, infraction 
o^- that agreement, infraction oft College policy or complaint. , a 

r3) Tt) assist In the process 6f evaluating progranhs and ^d hoc Special Projects Committee 
for fundlna by revieWing those requests submitted to.SABC and making recommendations 
regarding those requests. Although It Is understood that the analysis of specific monies 
. requested cannot be disregarded In reviewing the requests, the recommendations should 
generally be concerned with the content of the program in the contesit of the total scope 
of campus-wide programming policy and coordination. ' , . 

a 

Total: flexible " 
Committee on Clubs and Organizations . • ^ 

(A) Policy and action function: to recommervd. review and adnninlster policy Regulations ^ 
student clubs and organizations (itenn G, page 46) 

(B) Membership: 1 student affairs staff nnennber 

3 faculty 
5 students 

Total: 9 . 

Student Activities - Budget Connnnittee ^ ' 

(A) Policy and action function: to recommend, review and adnninlster policy concerning the 
student activities budget (itenn H, page 46) ^ 

(B) Membership:'' 1 student affairs staff nnennber 

^ 3 faculty 

5 students (4 undergraduates, 1 graduate) 

Total: 9 
Stud ent Publications Connmittee 

(A) PoUcy andkction function: to recommend, review and administer policy concerning student 
publications, (item I, page 46) 

(B) /yjembdrship: 1 student affairs staff member 

2 faculty 

2 advisors (one per publication) 

4 students (not serving on publication staffs) 

Total: 9 \ 
Stu dent Grievance Committee ' ■ 

Policy and action function: to recommend and review policy and procedures for the handling 
of student grievance, and to hear student grievances not referred elsewhere (item J, page 46) 

(B) Membership: i student affairs staff rhernber 
2 faculty ■ 

A students (3 undergraduate, 1 graduate) 
Total: 7 ' ' ? 

Judicial Polibies Committee - * ' ^ 

(A) Action function: ' 
rn To evaluate Judicial System. ' 

(2) To select Student Investigation Chairperson, Investigators, appointed advocates and 
student and faculty members of Campus J-Board, Administrative Hearing Board, and 
Student Judicial Appeals Board. 

(3) TO select student representatives to hall and quc^d J-Boards when hall staff and house 
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councils are not In mutual agreement as to their selection. 
(4) xo remove representatives frdm ac judicial position. ^ 
fS") to establish ranges of judicial actions for violations. 

(6) To recommend policy to the^Student Affairs Counclt i^gardlng the judicial systenn. 

(7) To Interpret judicial policies and procedures. 1.^1, 
Note: All judicial bodies operate under the authority granted to them by the Judicial 

Policies Committee. f 



(B) Membership: 



Dean of Students 
2 Faculty 

Judicial Coordinator/Administrative Investigation ^ 

Chairperson " 

Student Investigation Chairperson 

IRHC Chairperson , 

2 students . . . , rs _j 

Chairpersons of Campus J~Board, Administrative Hearing Board, 
Student Judicial Appeals Board (ex officio, non-voting) 



(8) 



(9) 



Total: 11 
Student Handbook Committee 



(A) Action function: to compile and edit the Student Handbbqk 

(B) Membership: 



1 Dean of Students staff member 
3 students 
Director of Information & Publications 



Total: 5 
Review Committee 



(A) Action function: to review and/or hear appeals of the following decisions and recommend 
action to the Student Affairs Council; , ' . 

(1) in-state residency 

^2) off-ca,mpus residency ' 

(3) requests denied by Publications Committee (including removal of an editor). Student 
o Activity Budget Committee and Committee on Clubs & Organizations. 



(B) Membership: 



Student Affairs Council Chairman 
Vice President for Student Affairs ^ 
1 Student Affairs Staf# Representative of SAC 

1 Faculty Representative of SAC 

2 Student Representatives of SAC 

Total: 6 

(10) o student Awards Committee . , 

• (A) Action functiont' to recommec^d, review, and administer policy cone ernihg the Who^s Who 
program and other campus-wide student award actiyltiesr?^' j ' 



(B) Membershipi 
Total: 7 



1 Student Affairs^^taff 

2 Faculty ^^""^ 1 

4 Student^ '■''^ ^ 



n n In addition to these standing committees above, the two Student organizations, SGA and GSA, 

shall ^erve, as auxiliary bodies to the Student Affairs Council In making policy recommendaUons 
In the following areas* • ; . ' 

(A) campus rules and regulations ^ 

(B) student evaluation of faculty 

(C) SGA and GSA constitutions ^ " * ■ \ 
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SECTION U: " SPEClAti. COMMITTEES ' \ ^ 

-'-^ . -J Frtiin nat^ent Counclls; the following special •* 

m addition to the st^ding connnnittees e>a,ting under four ^^^ ^^ Unless' otherwise designated, 

committees shall be created, e^ch reporting directly to the Pr^^^ ^ * ' 

student members shall be undergraduates. ^ ^ / 



(1) Academic Freedom and Tenure Committee 

±> n.or^=ons holding faculty rank relating to questions 

(A) Action function to hear cases condeming persons hoiaing 

of academic freedom, due process, anci tenure. ' , 

,3, M,.....p, -a 

i School of Education) 

1 tenured faculty elected at-large ^ 

Total: 7 y 
(C) Elections ^ ^ 

takes place* , ^ 

(2^ Enactions for the School repV>esentatives on the Connnnittee shall be ^^^^^ af^j^^ J^TJ^ 
H^ie and in the same manner as the School elections for Councilmen A list of all, 
sSiol ?enurid faculty shall be distributed a week before the election takes place . 

(3) Members 6f the Committee shall sen,e 3 yea^ terms. staggered so that roughly an equal 
, nur^ber shall be elected annually. . . 

(D) Rrocedyrcs • 

of the Committee shall be confidential. ^ 

(2) Faculty' Grievance Committee ^, * ' 

(A) Action Function, ^to hear grievance cases from faculty concerning: 

(1) Denial of Tenure 

(2) Non reappointment • 

(3) Promotion \ 

(B^ Membership- 6 tenured faoulty (4 from the School of Arts and Science; one from the School 

(B) Mennbership. o. ^ -of Applied Arts and Sciences; one from the School of Education) 

1 tenured faculty elected at-large ^ - 

elections: Members shall be elected in the ^ame manner and for the same terms as members 
of the Academic Freedom and Tenure Committee. 

Procedures' The Comrrfittee shall elect its own Chairman and Secretary (not necessarily a 
member). Minutes shall be confidgptia-U TT^e^committee shall consider U.e substantive- 
merits or demerits of a case, and not confine itself merely to aspects of due process. It , 
shall report to the Academic Deans, the Vice President for Academic Affairs, or the 
President The President will make his recommendations to the Board of Visitors. ■ 
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(3) Grievance Committee for Non-Classified Professional Staff 



(A) Policy and action funcj:ion: to .Establish grievance procedures and to hear grievances and 
^suggestions from the non-classified professional staff. , 

(B) Membership: 3 staff (non-facu^b^ non-classified) * 

1 alternate (to function if one of the 3 above is Involved in a grievance) 

Total: 3 

(C) The Committee shall be elebted annually at a meeting pf all College non-classified professional 
staff, initially called by the Vice President for Student Affairs, and called thereafter by the 
Chairman of the Committee. 



(D) 



The Committee shall report ta the appropriate Vice President or to the President. The 
President will make his recommendations to the Board of Visitors. 



(4) Intercollegiate Athletics Board 

(A) Policy function: to recommend and review policy concerning intercollegiate athletics. 

(B) Membership: 1 representative from the Recreation Association 

the Chairman of the Campus Life Committee 
the Chairman of the Physical Education Department 
4 non-physical education departmental faculty 
2 students (one male, one female) . 
\ ,1 adrf^lnistra.tor from Business and Finance 



Total: 10 . \ 

(5) executive Counci l to the President 

The executive Council to the President has already been described. 

(6) • Heth C^Uoqe_Cenjer Policy Board 

(A) Policy function: tq develop and review policy for the operation of Heth College Center. 

(B) Membership; 2 Faculty 

Vice President for Busino-^i & Finance 
Director of Auxiliary Enterprises 
Director of Heth College Center 

2 Student Affairs members appointed by the President 
Campus Life Chairman 

1 Student Government Association Representative 
* (EjKecuti^'e Council Member) . 

1 Day Stbdent (selected by Day Student Council) 
1 Graduate Student Association Representative 
1 other undergraduate selected at large by SGA 
' . -1 Program Advisor from Heth Center 

Total:. 13' 
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PART 2: ADMINISTRATIVE STRUCTURINQ OF THE COLLEGE 

f \ . 

' \) • ^ 

SECTION M; GENERAL FACULTY ORGANIZATION 

(1) Each^prll, a week before th^ School election of Councllmerf% general faculty meeting shall be, 
hetd to elect the followi)pg officers: ■ 

^ (A) the President of the Faculty , " • ^ 

(B) a secretary (not necessarily a faculty member)^ 

(C) a parliamentarian 

(2) Elections for these positions are by' secret ballot^' with a run-off required if no candidate receives 
a majority of the votes cast, . ' 

(3) General faculty meetings may be convened? , . , 
(A) by the President of the College who shall preside at the meeting 

(Bj^by the Vice President for Academic Affairs who shall preside at the meetings 

(C) upon the Initiative of the President of the Faculty who shall preside at such meeting 

(D) at the direction of the whale faculty In general meetings with the President of the Faculty 
presiding 

(E) upQn written petition of 25% of the Vacuity with the President of the _ Faculty jDresldlng 

(4) Voting membership in general faculty meetings shall be limited to thos? faculty having full-time 
employment and who also teaCh at least one course ^er quarter. 

(5) The general faculty shall establish standing or ad hoc committees as desired. 

S . ■ . • . 

(6) Minutes shall be. forwarded to; 

■ 

(A) all faculty . ^ o 

(B) the Deans, the Vice President^ the President - - . > 

(C) the Chairmen of the four CouncilsV u . , ^ 

(7> Rober tas Rules of Order Newly Revised shall govern proceedings of general faculty meetings. 

(8) H^Q general faculty shall not be assigned policy-recommending functions within the Council 
structure. However: * 
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^A) proposals from the CoUe&e Affairs Council for alternations In the gene^^al education require- 
ments ^shall be subject; to approval by the wh^le fajCulty* The College /H^^alrs Council will • - 
forward recommendations cgndernlng gene rat education requirements to'^the President' only 
upon the failure of the whole faculty (cS^ct witJhin 90 days after receivirjg a prop*salsfcpm 



th^ Council. 



(B) , proposals from the Faculti^uComrfltitee on Cor^nmlttees of the FacuMy Affairs Council con- 
♦ -cer^hing procedures for selection oi^^Wilty^^ standing. College-wide committees shall be . * 
subjeqjk to' approval, by th^ whole faculty. 

SECTION Nt SCHOOL ORGANIZATION / ' 

(1) Organization and Procedures „ ' 

The following organizational guidelines shall govern the School 6f<Arts and Sciences, the School ; 
9f Applied Arts and Sciences, the School of Education, and the Graduate Scj^ooli ^ 

(A) The Dean shall preside at School meetings. t , 

(B) ^ach October the School faculty shall elect the following additional offlcfersj ^ 

(1 ) Vice ChMrman ' ' . " . 

(2) Secretary*(not necessarily a faculty member)^ 

(3) Parliamentarian ^ \ ^ j 

(C) Membership In the undergraduate Schools shall be limited to tho^e faculty havlnsTfUll-tlme 
cmployment^and who also teach at least one course per quarter. ^ 

(D) Ontll otherwise determined by the Graduate School, membership in the Graduate School shall 
be limited to those faculty In departments with graduate programs, who teach graduate courses-.- 
or advis^ graduate students. 




(E) All elections (for School officers, for School representatives on the four Counpils, for 
committeemen) shall be by secret ballot, .with »a run-off required if no -candidate, receives 
a majority of the votes cast. , 

(F^ School meetings shall be convened by the Dean In any one of the following ways: 
0) ^pon the initiative of the Dean f . ^' 

(2) at the direction. of the School faculty In School'meeting 

(3) upon written petition of the 10% of the faculty . 

(4) once a quarter in any case • ^ ,3. ^• 

. ' " " . f 

(G) School meetings §hall be convened and chaired by the, Vice President for Academic Affair^: 

(1 ) upon the initiative of the Vlqe President for Academic Affairs or the President 

(2) upon written petition of 20% of the School faculty. . .. ^ ^ 

(H) Items shall be placed on the agdhda at the written request of any faculty member. New ^. 
business may-^be presented from 'the floorjA ' 

(I) Minutes of School meetings shall be circulated to: ' , . 
(1) all School faculty ^ ' ■ . 

, (2) the other academic Deans the Vice President for Academic Affairs, and the President 

. (3) the Chairmen of the 4 pouncils , ; «gr ■ ' 

(J) ihe Schools shall follow Robert's Rules of Order N(ewly Revised In their proceedings. > / 

(K) Any vote In a School meeting shall be by secret ballot if requested by 10% of faculty members • 
present. 

(2) Standing School Co mmittees ^. . 

The following .standing committees shall be established within each undergraduate School, subject 
to future policy revisions as proposed from the College Affairs Council and Facutty Affairs Council. 
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other standl'ng ad hoc cdmmtttees,may be es^bllshed by the School /acuity 6r by khe_ Dean,, the", -, 
/ "8 . merrtoershlp to be dTapolnted or elected as the faulty shall direct/ ^ 

' ' • - . . . ° : ' , ■ \, ' 1 . . ' 

■1 (A) School Curriculum Commtttee ' « ! o " * • 

■ Action fijnctton? to review aWor make p'roposals: (a) for addition or r^vis (oris of 

courses . and (b) for additions or revisions of major programs. " 

. <2J Course proposals shall be forA^varded to the College Affairs Council.. --Proposals con- 
ceVning-majo'rs shall be forwarded to the College Curriculum Policies Committee. 

^-(3) Membership: the Dean • ^ f\ • 

1/4 of the total to consist of students (including one graduate a^udenc) , 
'" V. ' ' ^ ' selected by SGA and GSA - /] ' •„ _^ 

the remainder to be faculty with 2 years terms'', staggered so that " . e 
^ ^ roughly an eguai number shall be elected by the School faculty 

,v ' annually every October v / 

• ^ (4) .The Committee shall elect \t^ owri Chairman and Secretary (^^^ / 

a member). ^ * ^ . " 

»(5) Minutes of the Committee shall be forwarded to: ^ . 

(a/ the School facul^ • . o \ \ ^ . ' ■ 

(b) the College Afl^airs^^Quncll membeca • 
/(c) the Curriculum Policies Committee 

(d)\ the President ^ ; * • ' . 

•* " (B) School Personnel Committee o . , 

V no Action function: to hear grievance cases from fkc^lty On any personnel matte r-not 
' . " related to. questions of academic freedom and^tenure, dental of tendre, non-re^pointment, 

or promotions*. " 




C2^ Membership; 7 tenj^red faculty (elepted at-large to 2 year terms/, staggered, so that 
- . • rooghly.one-half shall be elected annually ea 'h October) 

W The Committee;sha|l^lect its own Chairman aT^cl Secreta^ (not^necGSSar\ly nnennber). 
•The minfites shall be ^nfidentlaK - « * , ^ ' . ,^ 

■ ■ * . - ■ ■» ^ ■ 

(4) The Committee shall have jurisdiction if negative pecprnmondatioos have,tDeen made by 
• either the Oep5rtmpnt Personnel Committee, It-ie Depar^tmcnt Chairman, op. the Deart. 
All thrfJe 'shall appear before the Committee; the faculty member involved shall Ukew.ise 
' • have a right to appear. The Committee shaU report to the Vi6e Pre|ident for Acacjemic 
Affairs. \ «. ' • .' ■ " . ' 

SEdt^jON 'nRP ARTMflNTAL ORGANrZATIQN' ^ ' 
;^1) Or^gapizattonal Procedures ^ ' " : . 

The Chairman Shall chair d^partm^ meetings s ' > 
* (bJ Each October the Department shall elect a Secr^etary (n|»t necessarily a member). 

(cj Elections shall b"? by secret ballot,-wlth a run-off required if no candidate receives a majority 
j of the votq^s cast. ' 'i * ^ o . , ^ ^ ^ I 

^ : (D^l Departmental meetings shall be convened by the Chairman in any one of t^e foUQw^ing ways-v^. 



(1) ijjpon the Initiative of the Chairman 

(2) Is directed by the department in meeting*^ 

(3) 'Upon written petition of Tq%'of tl^e depart 

(4) Jjpon request of tl^ie Deaii \ 



; menabers 
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CE) Depat^tmental rtoeetlngs shall be convened and chaired sby the Dean; \ ■ ^ V 

(1 ) upon tine initiative of the Deah^ * ^ . ^ - ^ ' 

' '(2) vupon petition Of 20% of the departmental faculty ^ " . * ^ , 

(F) Membership in a Apartment shall be limit;ed.to those faculty^ haying fuU-time employrn^ht 
and who also'teach at least one course each academic quarter. ^ • . . " ^ 

(G) Items shall be placed on the agenda at^the written request of any faculty fnember. -New ^ 
^business may be presented from the floor. . . - ' • ■ 

(H) Minutes of d^epartment meetings shall be forwarded to: (1) att department merpbers and 

(2) the Dean, the Vice' President for; /^caetemic Affairs, and the„ President. „^ , 
. , " 

(I.) R6bert's Rules ofi Order. Newly Revised shall govern all proceedings ^ , ^ , _ ^ 

(J) Any vote In a departmental meeting shall be by secret ballot if requested-by any .department ' 
member. < ° ~ , , 

" * . • ' ' . ■ • 

Standing D(^partment:al Commititiees * v . * " 

UrttlV permanent poUcies are prpposed by the College Affairs Council and the Faculty Affairs 
Couniil the following stranding committees sball be established Jn each department (tn^the case : 
of committee A below, departments with 9 or feWr faculty may prefer to function a,s <5ommitteeS 
of the whole). Other committees may be estall^hed by the du-partment or by tne ^CKairman, tHe 
membership to be appointed or elected as the department shall 'direct. 

(A) Departm ent Cur riculum Committee . ^ ' ^ 

(1) Action function: to makeVecommendatiocs to the department concerning: 

(a) "course proposals and revisions _^ \i ' . ' • 

(b) major proposals and revisuonte ^ " ^ . • - 

^ (2) Membertship.: 3 to 5 faculty elected annually in'October 

• /upperclass student major seVected by a student's major club 

/' ^ . 

- ^ .T6tal,: * 4 to .6^/ ^ V . 

^ (B) DGpgrbTicnt J^ors onnol C ommittee • - . * 

(1) Action function: to initiate recommendatioris cpncerhin^ recruitments^ prorhojions-, 
criteria for raises, summer school assignments, release of non-tenured facuVfey^x I 

' granting of tenure, and-^5valuation of faculty*, and to hear student grievances concerniog 
department memberis ' , . • . ■ 

(2) Memborshipf all tcnure,d faculty of the department ^. : ^ 
C^^rocedurcs: <a) The Commikee^shalUeloct its own Chairman^ and^Sec^ . 



The Committee^shall report t6 the departmental Chairman, and 
the Chairdian. shall forward his recommer%jation, together with 



ittee's to ti^e Dean. 

n 3 tenured faculty exist within a department, the entire 
shall' act as the Personnel Committee. 



i 



" the Cornm 
(b) . If fewer tha 
\^ department 

Interim E:y,aluatton Procedures ' ... ' - r 

Untll^ermanent'pt^'otedures are establ ished by the Faculty Affairs Council: ^ 

CA)Nbe PeWn shall request all departmerital faculty to submit annually an infprmal written, 
' ^aluatiqn of the Chairman,^ which may be anonymous if tl^e evaluator desires. 

(B) the Di^an and the Chairman shall annually compose a written evaluation of all departmental 



' ' COUNCILS ELECTIONS ^ . 

AM faculty members of four councils shall se*ve tWo year terms and are eligible for reelection. 
Terms shall be staggered so. that one-half shall be elected anmaUy. , • ^ 

Stxiderat members to councite shall .serve one year terms and are eligible for reelection.^ 
;{Sp^udtfi students to councils shall serve two quarters and are eligible for reelection. _ ' . 
, StJdent^arid. faculty election of cpuncUmen sha^ 

Graduate Student '^eleoUoAs to Graduate Affairs Council shall be held at the beginning qf FaU and-. 



Spring quarters ^ 



-A- 



^ 



STANDING COLU^GE -WIDE COMMITTEE ELECTIONS ■ r ' 

Members'shall be elected by procedures recommended "by the Faculty Committee on Committees ^ 
as approved by .the gerieral facul'ty • " " ^ 

. Unless designated by office, st>«dent members of j^tandlng committees shall sen/e one^year terms . 
All Fc-vcu'lty shaU «erve two-year terms staggered so that ar,, equal number Cs selected each year. 
Selectio'ns Dr e.lecttong shall tJe made by October 1 . - • ' . 

"te'rms of faoulfy staggered so In approximately equal number are selected or elected each year. 

Unllss other^jse stated, all committees shall organize annually b^ mid-October and elect chairmen 
-from their membership and a secretary not necessarily a merober. 
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V. 



COLLEGE SERVICES AND PROCEDURES 



A. Auxiliary E^ nterprises ' ^ ' . 

' ' ' — ' ■ ^ ■ 

The Auxiliary Enterprises are the self-supporting operations of the college. They include 
the following: * 

* . . ' . * . / 

Bookstore ' 

( ^ Pood S'e'^vice 

' . * Heth College Center 

, , Laundry 

Residential F="acilities 

The- Director of Auxiliary Enterprise^ also is (Responsible for the following areas: 

\ r • Food and drink vending 

. Scheduling Preston Auditorium 
^ \' - . ' o Workshop-C<3n fere nee fee schedules — — 



1 . Bookstor e Policies / * ' ^ 

'The bookstore is located in the lAweJr level of Heth College Centei^. Operation houri are: 

Monday - Friday •/ * 8:30 a.nn. to 4:30 p.nh. 

Sajfurdays * 1 2 noon to 4'p.nn. 

Special Hours are posted during beginning of eaph quarter. 

Orde ring ^ n 

The boot<store^s function is to have books for sale to the students for^all classes taught. 
The teaching Hitaff is -sent textbook requisitions early in the quarter so they may submit 
requirements to ^the bookstore indicating author/title, editor, etc. The-^bookstore then 
proceeds to order the books, rafter takir^g int.oXccount the Sale history of each title, 
estimated number of students, etc. ^The Sfore has No Voice in Selection of Title or " 
Edition. ^' 



Prices 



Prices are determined by the publisher. Those .books, that are not pre-priced by the 
publisher are marked by the-bookstore in Accordance with the list price shown on the 
invoice or packing slip wh^ich accompa^nies the shipment. If the publisher raises a price, 
L}^e booK^l^ore must act accordingly. ^ 



New Fditions 



\ 



The store order's the edition which has been requested by the teachih^ staff. Onbe the 
book has^been updated and published in a new edition, the ofd onejnas no cash valuer 

" . ' ~ ""''^■^ 

DeskCopies « ' ^^T--. 

Faculty may borrow |esk popies from the bbokstore until a replacement is sent fronri> 
the publisher, by signing a card acknowledging receipt and promising to either retuirn 
or pay for books by the end of quarter in which it is borrowed. ^ - 

Bo ok Returns ■ ' 

Books cani^ot be returned for refund during RUSH. Students are advised to go to class 
before buying books. Books may be returned .during second and third week or dOring^drop- 
^add period set by the registrar's office. Only book^ khat are in a new, resaleable condition 
with no markings or damage may be returned. The student must have a cash register ^ 
receipt and a drop-add slip from the registrar's office confirming-'the classr change. A card 
must be filled out \lo show class dropped and student's name. Finding a us ed copy after 
purchasing is not a reason for returning a book^ 
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the bookstore operates with p manager In charge . EacK employee trained to^operate* 
the cash register, also. Is familiar with titles of tX)okfe and courses taught so that he (or 
srte) is able to perform arjy task In the stor^ The secretary Is In ^f^^^f ^'] Z^lZL.r^ ' 
^ and m the absence of the n^nager ls ne^^ommand. A Clerk Is In char^ge of the stationery 
department. She orders, keeps stocti;in order and In general manages.greeMng card and , 
. stationery department. Another clerk ma-^ges the soft goods department. Orders aU 
, college 'related Items such as sweat shirts, jewelry, mugs, etc. Also, offers special 
printing to clubs and sororities . The' stoctkroom cterk Is, In charge of all shipping . 
, receiving . The textbook clef k supervises all books , keeping a record date and quantity 
of books received, number on ha?id and when rebjrned or reason for holding after end of 
quarter. Thes^ are filed un'der author . . ' ' / 

, * * • . / 

Aca dfemic Apparel • • > 

days set for Issvu^^.eaps. and gowns. 
Special Servt'ces 

Academic appar^ for faculty (rental and^P^ 
Invitations (also, w^r^have name^,pa^-6s^printe . 

Class rings '^<'^- ^""^"'^ v 

German., Cotillion Club ancH^ursing pins 
Sorority decals, hats, and j^elry j 

regional office. X . -It^^ 

■ . Jackets, etc- ordered and printed for clubs and sororities. 

2. Food Service 



' rv.f»,»rl. r.cllltl., .pa looated l» Mu»a and Walke; Hall.. Fpod »,srvl»Jta available at 

„.arSar*X"nlda.. "^'^ Srra"^:^/.^ a.a 

Identification cards are required of all boarding students at each meai. 
welcome, and the char^es-mre as f^oflows: 



Breakfast . $^-25 

Lunch . $1-75 

0 Dinner " $2.25 

Se^ng Hours: ^ 



0 



B reakfast ^, 7 .qO a m : to 9:00 a . m. 

Monday - Friday • ^ g'.oo a m . to 1 0:00 .a . m . ^ 
* Saturday - Sunday. B.ooa.m. 

Cdntiner^^ ' 9,ao\m-. to 9:30 a.m. 

Monday - Friday , lo-OOa m. to 10:30 a.m. 

Saturxlay - Sunday « • 10:00 a.m^,, co 

UJnch / ' . 11:00 a.m; to 1:30 p.m. 

AApnday- Friday 11:30 a.m. to 1^:30 p.m. 

Saturday - Sunday ' ' 

' ' • i ' 

Pinner ' - ' - 4.0O o.m . to 6:00 p. m. 

>— Sunday - Saturday - 4:00 p.m. 
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Food, beverages, and equipment may not be taken Prom the dining areas. 
Shoes or sandals should be worn in all food service areas'for health and safety requirejrTer 

Guests who„wish to reserve facilities for meals must coordinate their requlrem^ with 
the food service Dlroctor In Walker Hall and/or the Director of Heth College Center. - 



Rese rvations , ' ; 

""Reservations for use of Muse Coffee Shop or the private dining are, in Walker n4y be 
>ade by contacting Mr. Gardiner In Walker Hall .^extension 5.351 . 

iplalnts and Suggestlops 
Aonfen^t the dl,rector of food-service at extension 5351 
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3. Laundry PoU(?ies * .. ' 

• - Laundrv service Is available on campus and is provided to any department requesting 

^^""TuexTuZ^ manager at extension 5121 ma^be contacted regarding fees service 
, schecules. and policy. He is also available to consult.on any laundry problem. , 

Residential Facilities .Policies v ' ' 

Administration ' 



The Director of Residential Facilltries is responsibly for the fiscal and physica.l>peration 
Of ^e r2ident°;«i'! HIS pffice' is located in WalKer Hall . He should be contacted to answer 
tiudlstions concernlc![\g the following areas; 



. " Housekeeping resident halls 

Furnishings / 
Special lodging y "^" 

Housekeeping ■* \ 

Housekeeping persUnel assigned to the- resident ^^lls are on duty frpm 8 a . m.. to 1 2 noon 
^'To?fnformatlon. rLest.. emergencies/etc. . dial the following extensions. 

• Durlnd| regular work hours dial 5167 ■ 
If no aliswer dial 5429 

Off-djtW hours dial the following numbers: ,, ^ 

Mr.\ Bolt, housekeeping supervisor '382-3030 , • . , 

Mrsl Silvers, "houSekteeping supervisor 639-2230 
. 'Mr. iBarnett, director 382578686 . " „^ - ^ 



gu dget Of'fice 

B-idq ct Preparation ^ * . ' . ^ 

The budget for' Radford College is controlled by the Division cf the Budget, a special 
tmpnt of the state op<?rating from the offlce'of the Governor. , J. ., 

S roqu^^^Tre-prepared a'nd submitted to the Division of the Budget on a b>enn>al 
Hhe bTennSl requesfmust be phep^red in accordance with a special Budget Ma-a • - 
by ^e Division of the Budget. The manual estaj^lishes guideline ratios for staffmg 
requrrerients wHch mOst be adhergd to ir^ preparing the budget for subr^>ss>on. - 
Also prbsemedTn the manual are both detailed explUtions for and examples o the p.me^ous 
Cr^^St must be completed: Budget requests are submitted by -P^^f ^^^^^^f^f ^J^f'i""' 
SuT-Tobject code.) a'l^d by revenue code-as specfified by the budget fmnMal . Those Uems^ 
fe^irtrspecS justifrcatioaare presented in the Budget ,ExhibU, . detailed narrat>ve\ 
iustification, again in acfcordance with the Budget Manual. / . 
To arrive at the total budget request the following p^Qcedure* is used: 

1' The' Radford College Budget Office supplies each Lpar/mental Chairman^Supervisor ' 
■ luh an eSarltioo of each expenditure classification Ather tl^n persor^a^ ser^,>ces , 
rnfbl^nk ?£^^o'r each departmental budget request/ The fopms must be^c^om- , 
panle* by narrative justification'for ^ch expenditure /-equest. ^ 

2. The Academic Depa-rtment Cl^irman submiU his request to thfe respective Oean ' 
for review. , , ' • * 




/ 
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d.The Dean, after review of hl^ school's requests, ^u^^mlts thc^ to the Vice Pres 
; for Academic Affairs. " \ 

4. Non.Academic' Departments submit theV requests to the approB^te Vic/^resident 
. 5. All requests are forwarded f!> the Budget Office prior to an estabUsh/deadline. . 



6. Revenue estimates are computed (based on enrollment projections) by the TreasUher's 
Office and forwarded to the BudgetOfflce. . ' , 

■ ' ' *^ 
J. Each Departmental Chairman/Supervisor meets with a Cojlegg^udqer Review ^oard 
— 'to explain the basis for and defend each itenn in his bud^^rpquest. • 

4. The Individual departmental requests are added to fhev^Hege total' Including salary* 
cofets supplied by the personnel department, . 




9. Tb/ fOf^rns noted earlier are then prepared and compared to prior expenditures and 
revenue estimates and the process of balancing the budget request Is begun. 

\o/\Jpon approval of the budget request by the Board of VlSlt6rs, it Is sObnnltted to the 
Division of the Budget. 

' - • /J 

11 . After review by the Division of the Budget, their recommen(|ttlon is-submltted to 
the General Assembly and final approval is granted for the a0pcy budget for the 
blennlum. ' , - ♦ 



12. Upon receipt of the legislature's a-pproved , budget by the college, increases and 
decreases f<rom the original request are made at the departmental level . ^ < 

Administration ^ ^ » 

1 , e^ich Departmental Chalrman^Supervisor is supplied a copy of his finalized budgej: 
within which his department must Sperate during ,the subject. 

' 9. The Departmental Chajlrman/Supervisor ts responsible for Internal adjustments 
.and modificatlbn pf objectives as necessary to remain within the budgetary limits. 
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C. /Car-npus Security Department ^ ' ' - 

/ c ^_ _ ^ ^ ^ , ■ . 

T^e Sccurn^typfrice is'responsible for maintaining law and order on the campus as we\l 
as.provldinh many other service?'. Located in the east^/ving^ of Russell Hall in the center of the 
campus, the Security Office may be cOQtected by calling 731-5348 or 639*^2151 .. Services provided 
by Campus Kccurity include: 

V . 

1 . Traffic control on campus and Registration of student, faculty, and staff motor 
. vehicle? . When arrivir^g on campus stuclcntS', faculty and staff must contact 
\ 3ccurity-about veh'icle registration. 

'-'I?- ' '' ^ 

■2. Out-of-Gta-te faculty /nd staff can obtain inf6r.mia,tion concerriing licef^irfg 
^ vehicles and operator's lipen^e, ett:. ' . . ^ . r " 

" i ^ "Ss 

3. A^y violation of thfe law should be immediately reported to ^Campus Security. 

4. E;htrance to buildings on campus by faculty, staff and students In emergency cases. 

. 5.. Emergency medical transportation for students when requested by the Resident ^* 
' Dlrejctor of Health Service. 

6. Fingerprints for students seeking government employment. 

7. Information to prospective students, parents or visitors whea school is ouU^# 

'8.' Safety talks when requested by any group on campus. • j j 

' % 9. Emergency information concerning sickness dr death in a Student's family. < 

Security may Cj^e the Radford l^olice Department teletype to contact other police 
^ agencies^. : ^ o ^ ' % ' 

rvfote:^ Campus Security rs the only department at Radford which can be contacted 24 hours a day. 
• 365 days a. year and win be gl|!d to as'sl&t >pulln any way possible. 

"■ ' ' " . ^ ' ' . 

, \ . ' ■ •'" 90 ' ■ ■ 
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• D. Computer Operations 

Computer^ Operations, located In the basement of Preston Hall, operates from 8 a.m. to 
. . 5 p.m. Monday through Friday. ^ 1 ^ ' , i •„ 

. ' Presently, the department processes mostly'admlnlstratlve reports, but the terminal is 

avanable,for student 6^e' approximately three hours each ntght Monday through Thursday and two 
hours dn Sunday night. Students using these facilities, will be those studying computer programming 
and win be responsible to the operator manning the terminal during these hours. 

All requests for reports, cards, and other data, other than recurring reports, will be 
. • ' submitted in writing to Computer OperatJons. A maximum allowable time period should be given 

^ ■ ■ for processing these requests. Emerggey telephone requests will be accepted Ijut must be followed 

by a written ret,uest. Any request for new reports should be accompanied by a sketch of the report 
format and Information desired. 



/ 
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E. Phys^tcal Plant Procedures ^ 

Building Maintenance 

Perpetual gervlces 

1 . Service of Mechanical Equipment 

-2. Changing F ll^ggg , - 

3. Trash ar^^Rroa^e Collection ' • 

4. Replacing Light Bulbs « - ♦ 

5. Dettvery of Incoming Freight 

^ 6. Painting ■ . . 

7. Custodial Services (Academic Buildings only) ' 

8. Pest Control 

^. Service of Fire Equipment 

Special Requests » - . 

All jobs are handled by a wprk order which gives the description, location, charge code, 
and name of person ^making request. After the work is completed, the cost of labor and 
material is calculated and charged to the appropriate department. . 

Requests should be made to the Storekeeper in writing on form No. PP25 except for 
emergencies, which may be reported by phone. 

■ After-!Hourf Emergency Calls 

The Maintenance Depiirtment works 8 a.m. to 5 p.m. Monday through Friday. However, 
' If a situation exists which must have attention. prior to the regular work day, the maintenance 
number,73r5347 may be called cvt any time, day or night. The attendant will relay the message, 
to the workman on call . ' ^ 

Motor Pool ' 

1 Persons needing a pool car should complete the three-part Form NO. PP3y\6 have ^ 
It approved by hfs department head, chairman, dean or Vice President and present 
It to the Storekeeper Supervisor located in the Allen Building. This should be done ^ 
as far in advance of the trlp-as is practical. The StorekeepQr^vlll assign the auto 
and provide keys and credit cards, Procedures on forms are self-explanatory. ^ 
2. In case of an accident Involving a state vehicle, regardless of location, the State \ 
' ' Police should be tailed to Investigate. In addition, the local police having juris- 

diction should be notified at once. Instructions can be found in the car's glove • 
compartment. The operator Is responsible for any fine resulting from, traffic vtolatlons, 

Housekeeping - Academic and Administration Buildings. / 

Custodial workers are on duty. In most buildings, from 5 a.m. until 2 p.m. Monday 
through Friday." Due to special conditions, sdme buildings are serviced from 3:30 p.m. 
. » until 11:30p.m. ° . o • ^ ' . . 

For service 8 a.m. ^ 5 p.m. Monday through Friday 

: , Call 731-5245 : • . 

' ' . ' > ^ Emergency and after-hour calls ^ 

• , Ms. Hodges. * 639-0377 ' , 
.Ms,* B.ranscom 639-3832 

91 - 
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Telephone Service 

The Conege has the Centres System which proves a central console with attendant and 
Offers restricted or unrestricted ^^^^^J-^^^^^J^^J.^,^^^^^ usted Ip the college directory . 

^: ^L";^taiifr;r:rd:r^^^ 

I n-state Calls 

' ' ^ • . cr^^-r<= r<^tate controlled administrative telephone system), connects 

"~',?-Uo„. ...«=e ........ oa„. w>*M ™ --'"/.rr/^n^^Cr^^^^ I'fS^^o" 

• r.rrc:.u rrMri':r;iT.c ... s^ts »„. .... 

beared by th6 department chairman be'charged to the college. 

2. Long distance palls of a personal nature must not be cnarg a 

ServlcerOrders 

Bining ' . ^ ^ 

Each department is blUed rr^onthly on an actual cost basts. 

• Po st Office • . 
' The college's mall service Is located In Walker Hall. Operation hours are as follows: 

Monday - Friday 
^ 10:30 ^.m. - 12 Noon * " m 

2 p.m. - 3 p.m.- . 
4 p.m. - 4:30 p.m. 
Window hours ar^: Monday - Friday, 9 a.m. - 4:30 p.m. 

Saturday, 9 a.m. -^2 Noon* , a ^ u». 

curing these hours cam'u" malf; bulk mall and mall, to be metered should b^brought 
to the campus post office. 

Prcpara_tionj3f_Mail_ ^ ^ 

•"^clmpus man - must be endorsed In large letters. "CAMPUS MAlL'Vand addressed > 

properly: Addressca's Name . , ' ' 

Department • 
Department's box number^ 
For outgoing mail departments should: ^ ^ 

, . or surface rate noteld. .', • ^ • • 

4 ■ The depar?tmen.ts must Include a return adfJress. . "„ ] 

5 Mall must be In the mall roomby 3 p.m.jto expedite, delivery. ■ 

1' only "mall atr^ounts of.mall can be accep4d belv^een 4 p.m. - 4:30 p.m. 

V. The enveWecanbeseared If desired. 

pulk Third Class MalUnd] Regulsij-Vons ' ' . '* ' 

1 The bulk rate Is applied to mailings of Identical pieces separately addressed, to 

■ different addressees in quantUles of not less than 200 piece?. number of 

2 All the Pieces In a bulk mailing must be Identical as to size, weight, #.d n^^nber of 
- J^losurlrbut the prlhted text need not be identical. E.ch piece nnay weight up. to, 

/ but no§Hnclude. 16 ounces. 
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- 3. Bulk malUnga cannot be mailed to foreign countries. Foreign countries mailings nmust 

be Individual, o *■ 

4. State of Virginia mall must be kept separate from other States 
' 5. The mailer must arVange all plefces with the address side facing the same way and in^ 

Zip Code Order, . . ^ ^ i i 

6. If the bwlk maili ng I3 being printed, have the printer Include on the front In the right . 

hand corner: Nonprofit Org, " , 

U,S, Postage " . • 

Paid . . * . / 

_ - Radford, Va. 

. ' Permit No, 33 • . ^ 

Second Class Bulk Mailings * * . 

Must b-e frequent Internals, at least four' times a year, for example January. February, 
October and November. For 6ther regulations contact the College Post omce. 

Business Rep>y Mall ' - . - . 

. ' A per/it to distribute business reply cards or' envelopes Is required. There Is no charge 
for the 2rmlt. Postage' Is collected on each piece at the time It Is .delivered . The rate of the 
post iTds or envefopes whichever in applicable . plus-two (2) cents each. For other regulations 
con><ict the College Post Office. , ■, " - 

Department 

' ±i Radford College Printing Department is located in Preston Hall and serA/es as the 
duplicating center for the College. Equipment loqated in the departmeot is operated by printing 
department staff orMy. Charges are made to all departments for serA/ices provided by the 
printing/department, ^ . 

' AJe^equests are assigned a priority on submission. Priority numbers are as follows:^ 
/ Priority No. 1 All jobs related to student recruiting, admission and-iregistration . 
/ OfficcG of the President, Vice Presidents, Assistant to the President, 

/ Pmority No. 2 Requests by all oU-^er adrrftnistrative offices and requests not dinectly 
^ " , related to student recruiting, admission, oV registratl^on , 

Priority No. 3 Requests made by individual students, campus ocganizations ,^hd 
' ^ requests for which there is no urgency, ; 

Dupli cation Procedures^ 

• 1 . Complete Rcvdford College Form No, PS 1, available in your department ^^d's office, 
If you need assistance in completing this form, call the printing dcpartment\Z3^ -5427) 

2, Have form sign(-d by department head. Materials will not be duplicated without 

s i gna tu re , f ^ r ^ ^ . , . i ^ ^ *- 

3. Deliver material and form personally.to the printing department. Materials should not 

be delivered by campus malK Telephone request^cannot be honored. Persons delivering 
materials will be designated a time to return for their'^coples. Delivery of quantities of . 
copies too great to be carfrled can be obtained by calling the maintenance department. ^ 
Forms to be prlnted..must first be submitted to the fornfis management ofTlce^ (Treasurer s 
Office ^areston Hall). When the form has been approved, a form number will be assigned 
and a form approval slip Issued. This approval must be delivered along wtth the form to 
'be printed to_ the printing department. 

Publication^, (brochures, etc.) must-first be submitted to the Office o^nformat, 
Publications. j' , 



4 



4. 



ion and 



Methods of Dupllcattoh ' ■ ^ ' 

1 . Photobopy ^erox) - Photocopying will be limited to a maximurf; of 50 copies per pSge 
^ unless otbenwlse determined by printing department personnel, tf more than 50 copies , 

ar« needed, &ther methods of duplication should be used for economic reasons. Materials 
to be photocopied should be delivered to the printing department at least 2 hours prior to 
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the time they are needed. Copies can be rfiade on 8 1/2 x 11 and 8 l/S x 14 white and 
certain colors of paper. Materials used on a recurring basis and form |etters should 
hot be photocopied. A less expensive method of duplicating these materials wUl be , , 
recommended by the printing department. It is suggested that you contact the printing ^ 
department before preparing these materials for duplication. Personal photocopies may • 
be made on the c8ln-operated Xerox machine located in the Ubrary. The charge is 54: 
per copy. The printing department will make, personal phot'ocpies only In the event the ^ 
machlne^ln the. Ubrary is malfunctioning. A charge of 54: per copy will be made. 

2. Mimeograph - Typ^d mimeograph stencils should be delivered to the printing department 
at least 2 full >X^orking days prior to the time needed. The department cannot be responsible 

" for cutting mimeograph stencils. Copies can be reproduced on 8 1/2 x 1 1 white and colors 
of paper. Your mimeograph stencils will be returned with your copies. They are reusable 
indefinitely. 

3, Spirit - Spirit masters should be delivered to the printing department at least one full 
working day prior to the date needed. The department cannot be responsible for cutting 
spirit masters. Copies can be reproduced on 8 1 /2 x 1 1 and 8 1 /2 x 1 4 white and colored 
paper. -Spirit masters are usually capable of reproducing no more than 100-150 copies. 
Your master will be returned With your copies. 

A Offset - Offset printing is extremelyversatile and should be discussed yvith printing 
' department personnel. 'Materials to be reproduced on a onVt^me basis should be typed on 
a direct-image offset master. Instructions for typing these masters are available from 
the printing department. These masters are capable of reproducing 1000-1500 copies 
and are npt reusable. These masters should be delivered to the printing department at 
least 3^ull working days prior to the date needed. Materials to be reproduced on a 
nWrCg basis and fo^ runs of more than 1500 will require plate making procedures 
^VC^ r r.producuon ancT^wiU require at least 5 full working days for their -produc. ion. 
^.irtime rnay increase defending upon the naeure of the project and each request will be 
discussed on an individual basis . ll.^ materials should be typed exactly as they are to be 
produ^^^^^ th. printing department is requested to set type. Materials which will 

roquire type setting mu^.t be typed or legibly printed. Handwritten materials will not be 
' ^rcontGd All copy should be edited and corrected before delivery to the printing depart- 
ment. Changes in copy will result in additional time and expense to your d^P^^^^^^^^' ^^^^ 
"et copies can be reproduced on 8 1 /2 x 1 1 and 8 1 /2 x 14 white and colored P^P-'J^^^^^^ 
sizes and colors and textures of paper not in stock must be special ordered and additional 
tim^ will be required. Offset plates will be filed in the department for future use, ■ 

During ur.usually heavy work periods (i.e. , prior to opening of each quarter Christmas, ^ 
c-tc.) some work will roquire" longer tim&, but will be discussed on an individual basis 
DeparCrn.nts with a large number of requasf prior to the opting of quarters should allow 
5 to 6 weeks for their completion. . ' 

-nne prinling Jpart^ent does not supply design "nor art work. J^e Officeof Information^ 
and Pyblif.ations should be contacted for this service. 
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pP^lNTlNG RATES . 



AU Xerox copies are computed at 44= each. ■ 
Mimeograph copies are computed at 754: per ^00. . ' > 
SpiVit. duplicating copies are computed at 504: per 100. • 



Offset Printing; 




25-100 copies 
100-150 copies 
200 copied 
250' copies 
300 Qopies 
350 copies 
400 copies 
4j50 copies 
' 500 6opies 
1 J 000 copies 



(1 side) 
(1 side) 
(I side) 
(1 side) 
(1 side) 
aJjJPside) 
(1 side) 
(1 side) 
side) 
(1 side) 



Pr;infeing on Both Sides. of one sheet: 



25-100 copies 
150 copies 
^ 200 copies 
250 copies 
300 copies 
350 copies 
400 copies 
450 copies 
500 copies 
1 ,000 copies 



$2.50 
2.75^ 
3.25 
3,^0 
3.75 
4.2§ 
4.50 
4,75 
5,00 
7,50 



$1 .50 per side 
' 1 .75 per side 
2 •00 per side 
2.25 per^iHe 
2 • 50 per side 
2.75 per side 
3.00 per side 
^ 3.25; per si 
3. 50* per ^de 
6.25 pet/side 



-,-he above charges are for copies printed on 8 1/2 x / 1 ^J^^^f,'^^ 
typed by your departmef,t secretary or fronxplateg dorren^ on file in "^^^ f^^l^^J'J'V 
Additional charges will be r^ade when it is necessary to^ave negatives and/on plates ^ 
made. Charges for other\han routine requests will be 
(brochures^ booklets, etc.) 



Computed on an Individual basiq 



/ 



Official R.C^^ Letterhead 



.25 per 1 ,000 
4\25 pei^ 500 ' 



\ ■ ■ ' ■ ... ■ ' 

H. Purchastaa Office • . - 

. ' Radford College pur-ehaslng pnscedures apply to departmental requisitions for^uppUes. 
matoHals and equlpment^'where the departn^ent or office is using annual operating funds for 
"ayment All requisitions bear the signature of the approp^ate Department Chairman 

and Dean^ore any disposition will be made in the Purchasing Office. ^ ^ ' 1 

Preparation Of Departmental Requisition for Purchase, Form PU6 ■ ' . 

" *' ' • rr Di iR must bc filled out fn detail with t^e original 

,. A Departmental Request for purchase, ^^^^J^^/J^^ 

• and one (1) carbon submitted to the Purchasing Office. A supply ^ ^ 

from the PrCnting Department located in Preston Hall. 
, * . ' i " 

2, A request will fall into one of three s'ubobject codes: ^^6 

Educatiohal 5.Lpplies (1300 Series) - materials needed to ^f^^^'^J^'^ considered 
to be usefuKfor only a short period of time such as chemicals, slides, tapes, etc ^ 

priority purchase. . 

3 When completing form show date .needed and provide additional information if deemed ^ ' 
' ■ - necessary to help establish importance of naed and priority. 

' ' 4 A request for purchase must be approved by Departmehtal Chairman. Dfean of School ahd 
Vico President before being, submitted to purchasing Department. ^ 

. ' 5' Purx:hascr\.teb S»^>^d f^^rnish complete description including catalogue number s^^^^^^ 

Lt^ns if neroM-ar^. color, si.e, etc. It is very Ip.portant to furnish source of supply, 
qulmtity. and price as accurately as possible. 

6. DO not request items, /rem different sources of suppl^ on same requisition. . ^ 

7. If Departmental ^Request far Purchase does hot have sufficient'^pace for aU items requested. ^ 
0 please list additional items on contihuation sheet. , ' 

8. Request for Purchase Should be made at .least 4. to 6 weeks prior to actual need , and preferab^ 
one quarter prior to need. - ■ ^ 

9. Tt.e Purchasing Office will, return a copy of the actual order to the departmental head. , 

10. The subobject code/or the item must be indicated in the appropriate box." 

Receiving and Delivery * 
' -T-h^-r-^ntral Receivinain Muse Hall serves as the receiving center for the campus-. Once 
^ recewe^ Hems Ire thTn di tribute., by the maintenance personhel in conjunction with the Purchasing 
Depiartment. ^ ' . ' 

" Authorization for Local P^uccha^e ^ » . 

• " r*"" « 

The Authorisation for Local" Purchase is used for an emergency purchase only, usually at 
' one If th^S vendori. T>.is form may be used by all departments pnly on an emergency 

'^^"Trci:rrtLra7rhi;;rn"m^u^^^^ a completed O^partmen.l 

' Reauest fo^ Purchase plus one (1 ) carbon to request a local authorization number. After the . 

Autri^^ion for Loca^. Purchase is properly initiated, the individual depar merit P^-^-P^^^ , 
mercl^ndise from the local" vendor and returns the .form ^ong with the invoice to the Purchasing 



t? „ Office , 
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^ . • » _ . ' e • • ♦ 

Office Supply Requisition - , 

■ ; The form, us^ed in securing supplies stocked In W^e Storage Room located In Muse Hall, Is ^ 
' ava^lable^from Central Stores, dox 5700. The purchaser should fill out the form cornpletejy, 
notihg i^egula^ns stated on the back. ^ ^ ^. j " 

Inventory and Property Control ' 

• * « Inventory and Property Control is being established with several objectives In mind. One 
Is & maintain an inventory sheet on eaph piece of equipnrrent located on Radford CoUege campus. 
This sheet vvtill coi^tain'a description of each item, inventory number^ location including room, 
building and department, condition of equipment and cost value. Each department is responsible 
for e^h piece of equipment in hi3 area. In establishing property control a system-of transferring . 
equipment will be coordinated follows: ' . 

^ r->i^-,^« inc;i-mjctions. These forms will be distributed / 

1, Use of Property Transfer Form, Please note all instruction^^, / 

to each department head or supervisor. ' ■ 

.2. Copies of transfer forms ^re to be distributed as listed: .^^o^^-v .^^..oFor. w^ni 

. First Copy to be/or^arded to Purchasing Department. (Movers fpr equipment transfer will 

• be notified uppn receipt of this- form.) ^ 1 ^ ^r^^ 

' • Second-Copy to be. forwarded to department making request for transfer. 

Third Copy to be^ept by originator of transfer. " y *.^r\ t5r.r\fr.^ 

" ^Kj^ « oerson^ or>persons located on Radford 

<i <^unnlus Prboertv - any commodity not in use oy any pt^rijuno wr 

Suege ca'pus will be d^clan.d sunpl,us^and either be placed OMt for bid to other agencies or 
. Srerin sT^^lus areas foV replacement or additional equipment/sup Request for 

' furpts oquTpment/suppiies located on Radford Comge campus Will have to be approved only ^ 

' 4 sXTs7^X^o!^^<^ at Byrd Pield Distribution Center. Richmond. Virginia, 

•a Manv items new or used are available at 'moderate prices./ . „ ^„ ^ ^ 

• b! RenTs carried at Center are published, in state surplus brochures which Radford College . 

Purchasing Office receives about every two (2) montjjs, 
c in making purchases from distribution center, i-nt<a^sted person* can obtain t?lformation , 
from the Purchasing Office concerning iterTis,lrrthe, current brochure. . -. 

Office rquip ment Idontificatlon Card and Property Transfer . .'■ 

-me Pu^haGO Office maintains a card for r-ach piece of office equipment on campus . . The 
card includes a complete description, Jocation and maintenance cost.. , 

In ord,.r for the Purchasing Office to maintain accurate records, each department must ... 
submit a p -operty transfer form e^ch tirt^e a piece of office equipment Is transl'erred ''r'om ^ • 
■ room to r3om or building to buUdihg., This form shoulcLbe submitted to the Purchasing Office • ■ , 
the day of the equipment transfer* 

" ' , ' . ^ ^ ' ' 

Ofh^e Equipment Rf>pair Card ^ . . - 

-mis carxl is used to report ^needed r.epairs to typewriters, calculators apd all related office 
equipmLn^ The ca^^ must be filled out 'Sompletely and signed by the Department Chav.man before 
being submitted to, the Purchasing Office. . ' - ' ^ 

A supply Of these form cards are available from. Central Stores. . . W 

^ tS^ < ^ . 

K Banking Facilities . . . 

Faculty and staff are urged to use the facilities of banks located adjacent^to ^^e campus . 
. • . Personal checks rriay be cashed at the cashier's window in the Treasurer's Office located In . 
Preston. Hall . . 

■■ " > f ' ■ ' 

J.^ Travel Procedures; 

o . * * . 

] Authomty for Travel ' ^ 

The general authority for travel expenditures is grani^d to the College by the General 
Assembly in the appropriations act each biennium. founds ajloted to Radford .CoU^ge are set 
aside in specif;ic accounts to maintain proper accountability. Specific authority fpr.each>Kp 



must be obtained from the appropriate vice President. AdditionatlJ^ out-<>f-state^^^^^^^ f 
involving more than 200 eniles roundtrlp requires the approval of the President.. ^ ■ 

Budgets for Travel Expenises * » 

Funds for travel expenses will come from one of the following sources: 

' - ■'. 

Academic Departments* , ^ ^j. ..l. .i^^ 

1 . Department accounts will be charged for travel to provide the following: 

Student teacher supervision. -field trips, data processing, physical. ,^ 

* • .education classes, recruiting, and nursing. ^ ^ .. , 

. 2. Th,^se.of a state sedan or station wagon will be charged at. the rate of 
$.12 per mile and the large bus at a rate of $.25 per mile. 

■ « r;^rm?clnd^.mrltrative travel will be charged In this area ;^ludlng 
• . ^eTmbTr^aT^^e expenses such as meals, lodging, personal car use C$. 12 
"lie), etc. AutS^ritJ to use these funds must be specxflcallygran^^^^^ 
Vice President of your cjepartment. If statp car ^ available . i .09 is . , 
■ relmbiyrsed for personal car use. ■ 
■ 2 . Prospective faculty travel will be charged to this budget. EAch "prospective 
faculty member must' complete a state travel relmbursenient voucher. 
/Vfisistance will be provided by the Dean's Office in completing the voucher . 

■' ' ' * ■ ; 

• c. Physical Plant Department Budget: . j,u ^ ^ 

The cost of bperatlng all maintenance and service vehicles will be dharg.ed 

to this budget. 
Submtplon oP Travel Reimbursement Voucher 

A The travot reimbursement voucher is the only means of disbursing state funds for travel 
■ expenses. State policies regarxJing allowable expenses are rigid and Since thejorm is 
quite cbmplex. two examples are included for your reference'. Example one iti^tes the. 
use of a State car. Example two indicates the use of the traveler's own car. The 
following numbers and statements refer to the superimposed numbers on the examples: 

(1) Rgdford College gpes in this blank. . 

(2) -me traveler's narr^e and address are to be listed in this space so the check may be • 
made payable to the traveler. " , ' 

,(3) Check one of the blanks if a personal car was used in lieu of a state car. 
•(4) Indicate the date the voucher was completed. . . ^ 

(5) The traveler's signature and title are to be filled in on these lines. . 

(6) Itemized expenses; », , ' 

(a) Each day's expenses mCist be shown separately, 
fbb" Each item^of expenditure, must be shown separately. 
' ' , (c) Name of place of lodging must be given and recelpt;..^ehed to the voucher 
^fd) If tolls are requested, the facility must be named. •• 
• Coples.'&f airline or pullman tickets are necessary if these modes of 

■ transportation are used. , . 

If meals forepersons other than yourself are claimed, that person's name 
must be listed. Prices for banquet or fiixed price meals must be shown 

If tefrphonl^pr telegraph expenses are /lalmed. persons contacted and the 

points between the calls must be listeU. ^ 
Gratuities are expected, but must be lis\ed on a separate line and .you are 
reminded that you are'expendlng public fiinds on official business of the 
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State. . , 

74 



B. 



C. 



(i) ^ All columns must b4 totalled. Jf more than pne page Is required, the 
^ ' separate pa^e toial must be forwarded to obtain a grand total. K,. 

' Qy Attach:COpy of tH# registration <;^e Vecefpt when claiming ^reimbursement ^ 

fbr** a'registr?ation fee. « .... ^ 

/ * ' \ ^ y, . 

(7) The signatiJire of the Buslnesgjpffice official approving the voucher for submission td 
the /comptroller of Virgint^. ; . . • 

(8) Oi/the reverse of the Voucher, ^te the reas^^ . - " ■ : 

The cimpleted voucher in three copie$, green,, yellow, and orange should be delivered to 
the pXpective Vice President for approval and to the Treasurer's omce for processing* 

Trav/el vouchers must be submitted to the Comptroller of Virgiq^a within 30 days from the 
last /day of travel. Therefore, it is important that the voucher is in the hands of the 
Business Office within 15 days from the completion of travel so ample time is availably . 
for processing. No .exceptions to this policy will b^ made by^the Comptroller and delays 
in submitting the voucher beyond 30 days wUl result in non-^aymerit^ 



'-"'^ COMMONWEALTH OF Virginia j 

TRAVEL EXPENSE REIMBURSEMEMT:,VOUCHdR 



Dcpirtmrnt 
Insiitution 
or A|cncy 



Radford College 



O^CKVy ~ « j 

Pr«p.fe With ink. Jnd.liWp. or iype«riur. U»e .ddHion.l sheet, when necci^nr- 
En1« N.m* ind Addrt.s of Tr.vfUr-rtype Of Prim [ 

1 



r 



John T. Doe 

.™ •— • -^f 

^ad ford -Co 1 T^ge . . ^^^I ^ 

Radford, Virginia 2k\k2 



Nov. 18 



_19. 



_72_ 

/ V hereby cerlHy ihil cxpenseV liMcd below v^erc inctintd 
//by me oil ofTiclSil busipri* of the Commonweilih of Virginm 
/ and include only such expertfeR ts were nrccfsiry in ihe con- 
^ diicl of iKK^usiness. 

OSf^ c/ ^ 

Signature oi Travflii 

Tuie - - __Ass ocJ_aJe. P.CQ£essor 



o/ Traveler \ 



0 ' 



Nov. 15 Radford to Rich mond (leava 2:3 0 P 



Nov. U 



lOrATION AT WHICH £XPEN$I WAS INCURXID. JOINTS 
If TwflN WHrCH TRAVEL WAS Nf^KSSARY. METHOD Of TRANS 
fORTAIION USED AND MII£A0E'RAT£ AUOWlD. tACH PAYS, 
CXriNSES MUST II X"05!LN-J,^iA?AlliL 
■ ^u7poMr"»nnj> mull b« tloltid o n vouchtr. 



Tips 



Lodg ing: HoH day_]nn J^otej 
-Ti ps - 



_Phone call made, f rom-J\ichmond-to, 



_Mr.^ John Jones , Supt . of School s-,- 
-^P-etersbUrg > Va 



Petersburg to R adford , Va 



(arrlveOilQ-J"-^ 



Use of privately owned car 
aulliorizcd at . 12 P^r mile 



-Month 



VoMclicr No. 

Agency-Approp.-Activiiy-Objcct Enc. No. 



CliarRcd: 

mc 

Thitulatcds 




Jllc hmojid- -to _P at e r s b u r g 
JoJJ :.SjL\ chmond-Petersburg «ru/,np 1 ke 
Hps 



Atcountt 



1^0 



T., Iho C.fni.lroIIcr: To the J.cfl of my knoulo.ljic and luluf he 
CNpci^os it.-tnized al.ove wore incurred on on.cial I,uMn.-^s o he 
CornmonNseallh of Virginia and a^e a i>ro,K-r cliarpc aga.n.t Ihc 
appropriation(s) indicated and are hereJ.y approved for prfxnu-nl. 

^— 

TreosuTer . — ^ 



Title 



OOMP. K11M'« I90M— 4.1.70 • ' 

1 COMMONWEALTH OF VIRGINIA 



IRAVFL EXPENSE R^IMBU'RSEMENT VOUCHER 



^ InslituilH\n • 
' . or Ag^ji^^y, 



RADFORD COLLEGE 



Prcbarc >^ith ink. iniieliblc. or lype>sriler. U« addilianal sheets when necrswiry. 
Enfrr Nanif and AddrcM of TiaNflcr— Type or PrinI 



r ^ 

John T. Doe ^. 

■ /> 

. Radford Col lege 



1 



^ Radford , y ij^^i.n i a 2}n Vj 



. When ]§if|ij2?n»lly owned aiiionioBilc is iSlid plea?if 
check ih^llj^jppropriaie slalemenl:^ . j^;/ 

No slate cai? was available ' ( I n^l 
Use of state car was notupratticahle I )J ( 



December ^ i^ 72 

I he reby ceflify ihti rxpense> li^led below were incurred 
by on ofhe'ial business of ihc.Commonweallh Of Virginia 
and include only such cxpenf^cs^w v%erc nrccMary in ihc .con- 
duct of ihis business. \ also certify .lliai ilie conuimn carrier 
fares show-n ^elow do nol include federal lays. 



f ■ Signalurc c 




of TravfU^ 

A s soclate Profes^sor 



I 

DATf 

tf.72- 



lOCATtON AT V/HICH EXPENSE WAS iNCU^ilJtO. fOINTS 
BfTNVECN V/mCH WAS NiClS^f^^y METHOD OF TRANS- 

rCJcIAUON US: 3 .TJiD MIUAGE FATE ALIOWID. EA^^ PAY S 

Pwipo«« of '"P nW»» b« iioucion bock of vcuch#f.^ 



j£qv^ .J^ Radford Va to ,R i chmond Va:,_. _ 
Jtate" Cal^TUsed -_Jef t. 6:pPA-M--- 



Nov 



Nov, 



Lodg i ng : _ John Ha r sha IJ _Ho_teJ 

Tips.. 

Reg i s t ra t i on for conyen); i on ^(Nat 1 .. .Conv.*__Qn--Drjigs. 
I Fixed price banquet y\dQlesceaty 

20 Lodging: JofTO Marshal l._ 
, Ti ps ' „ „ , .- 

^Fixcd price lunclieon 
forking state car 

21 Richr-ond, Va. to Radford, Va . 
• arrived at ^i:^30 P.M. 

nea 1 ^ and 1 1 ps*^ ... 



i 

1*>C of J>r i\ ^l* l> ^' '^ i 
aiithori.'-.l \ ' 



!»t': i'lil-' 



'Vol \ thi^ 



' i.MlotjMini) l':nc. No. Willi *;hUs 




Audil^'d: 



ERLC 

rabuiaUMi: 



Arrountu 



101. 



To llie On} in.!li'r: To ibe Irsl of o^y lsn,,u|\j-(' ami lu'lirf u/ 
rspni^es iU'TTii/cMi abrnr \*oio itu'urrfuli on \^]\cM ]»nsii)(-s of (hi?. 
Coininai»vvoallh of Virvinia and atr' n\pro|Vr rb.ir-r n»:ain4 l.H- 
arihroPt iatiuni .O intlicalotl aihl arc horAhy Appru^tMl, fwr jM>lnrnt. 



, COH^. tOXU't t50M— 4.1.70 , - - vj: 

\- COMMONWEALTH OF ViRG'iN.IA 

Tir^AVrt EXPENSE R£IMBUR5EMENT-V0UCH1ER 

Dc^trtinrn! 

InMhaiinn- RADFORD COLLEGE * 

. or AgWy. ^-.^ ^ 

Prepare vuh ink. indeltblc. or lyprVritcr. Ufc iddiiionil $hcc!$ When nccfSfary. 
: filifVlNVm^ aHa^AHJrKf ofTfarc^^^^^ 

■John T. Doe , ..{<>^). ~ 

Radford College •- _ *; 



% wncn pcrsonauy ownca,aiiionioi>ii 
- cht^k th4^pf<>prjat€ slalemonl:-- 
' . No'stalc cafA\**5 Available • ( J A^l- 



I Radford , V p U ..2\l^1 



d 



December k ' m 72 



I hcctfby certify thtt expcn*<'^ lisJrd below >*crc mciirrcd 
" by mc'on ofBcitI business of thc.CommonKcilih "of VJrginii ^ 
md- include only such rxpcn«^s ts v^cre nrcc«*ary in the con- 
dtic! of ilus^business. I ilso certify .tliil tlie common rarrirr 
« fares $h(^vvn i)elow do not inchfdr federal Uys. , 



f Stf nature ot TraxtUr . . 



^ Title M 



AssocUte Profes^sor 



1 

OATf 

.».72- 



lOCATIC^4 AT y/MlCH EXTEN'SE WAS \-i^V^T/<0. fO\ 
S£n%tCS V/H»CH T^'.VEt y.'AS WKtSSAiY Mn>^DO OF TPASS 
FC-'*^«^N LSz3 . f.CJ VtU..C.t f^ATc AUO.VtO UCH OA^ S 

r*r*pc<e V~t»>p r.c»t b# iioicd en beck of vcwcStf. 



t 

Nov 



Radford, _ Va.^Jto, Ri<:hnond,_Va_,_. 
State* CeT^.1/sed ef t>:.pp_^A/-M 
Lpdg i ng : _ John Ma r sha IJ- J^otej 



! Registration for' convent ion J[Nat 1 . Conv.^_QnJ)rjigs 



! Fixed price banquet lAdplescent) 

2Q. Locging: ,John Marshall 
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